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CHAPTER I 
THE PROBLEM AND METHODS USED 
The Problem 
Statement of the problem.-- The problem is to apply 
the modern theories and procedures in the teachin g of 
the topical area, Transcription, in first-year short-
hand. 
Description of the course.-- Belmont Senior High 
School offers to all students a course in first-year 
shorthand. The people who elect shorthand one do so 
with the idea of continuing next year with shorthand 
two and hope to ultimately gain secretarial employment. 
The ultimate goal of shorthand one is transcription.. 
Selection of pupils.-- If Business Education in 
American high schools is to continue to be a train-
ing ground for business workers, it must be a recog-
nized fact that the transcription course should not 
be made a refuge for incompetent pupils. Our.. problem 
is to eliminate the unfit. Of course, it is much 
better to weed these people out before they undertake 
work for which they are not fitted. I t is a tragic 
thing to allow a pupil to pursue work for which he 
":"' 1 -
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is not fitted because he will build an inferiority 
complex and will at the same time develop behavior 
complexes. Many diffe ren t devices have been used to 
keep these people from the transcription course, such 
as try out courses, grades made in other school sub-
jects, English gra~e, I. Q., Typewriting one grade, 
Language marks, and Aptitude tests. Here in Belmont , 
we make our selection by student election and the 
recommendation of the Guidance Department. The Guid-
ance Department directs the pupils by basing its judg-
ment upon the following facts: 
1. Results obtained on the California Short-
Form Test of Mental Maturity, Advanced 
S-FornJ:./ 
2. English grade. 
3. Will ingness to work. 
4. Desire to learn the subject. 
The tab l e on the following page shows their 
chronological ages and the results of their general 
intelligence. 
Elizabeth T. Sullivan, Willis W. Clark , and Ernest 
w. Tiegs, California Short - Form Test of Mental 
Maturity, Advanced S- Form. CaliforniaTest Bureau, 
California, 1942, p:-l- 8. 
Table 1. Chronological Ages and General-Abil:t. ty 
Quotients of 28 Pupils in a First-year 
shorthand class. 
General General 
Ability Ability 
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Pupil Quotient Age Pupil Quotient Age 
1 128 16 15 101 17 
2 100 16 16 101 17 
3 102 16 17 130 16 
4 100 16 18 90 ' 17 
5 90 16 19 90 16 
6 100 17 20 90 17 
7 90 17 21 90 17 
8 90 18 22 115 17 
9 107 16 23 90 16 
10 113 16 24 114 17 
11 101 17 25 108 17 
12 80 17 26 101 18 
13 121 17 27 100 17 
14 100 17 28 100 19 
Many changes took place in the original group by the 
time we were ready for transcription. Two members had a 
long illness and had to drop; one had an operation and 
could not stand the strain of makeup; and the other 
member changed residence. 
Description of the room, equipment, and supplies.--
The transcription room has a seating capacity of 35 
pupils. The rows extend five seats back which m~kes 
for blackboard visibility and makes it possible for 
the pupil to hear the dictation. Blackboards are 
located at the front and on both sides of the room. 
Each pupil is given an error analysis chart, letter 
placement chart, and an information sheet. The error 
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analysis chart is kept by the t eacher and is returned 
each time a transcript is returned thus enabling the 
pupil to see what weakness he must remedy. The type 
room in which the transcription is done consists of 
40 typewriters. Different makes of machines are used, 
such as Royal, Remington, Underwood, and Smith. These 
machines are arranged in eight rows with five machines 
in each row. The desks are arranged in the rows ac-
cording to height. 
Teaching Methods Used 
Need for new teaching point of view.-- The usual 
way of teaching transcription is to make it difficult 
and put in every obstacle possible, such as difficult 
spellings, punctuation, and set-ups because it was 
thought to be good mental discipline. This method of 
teaching makes the pupils very tense, afraid, and dis-
couraged and, of course, produces very poor results. 
Today, we recognize the psychology of the pupils' 
learning faculties rather than the importance of the 
subject matter. In our modern transcription instruc-
tion, we start with the very simple and as the work 
progres , es and becomes more familiar to the pupils we 
progress to the difficult. This makes our pupils re-
laxed and develops a feeling that it is easy and with-
in their reach of accomplishment. 
5 
Develo~ment of the modern technique.-- Before 
transcription is undertaken a simple pretest is given. 
This shows what weak points must be stressed in the 
transcription course. 
Transcription in Belmont High School is broken 
down into five steps as follows: 
Step 1. Transcription of a simple shorthand 
plate in their reading book. 
Step 2. For homework, copy in shorthand one of 
the previously assigned letters from 
their reading book and transcribe the 
next day. 
Step 3. Dictation and transcription of one of 
the previously assigned letters. (Not 
timed.) 
Step 4. Dictation of unfamiliar matter. (No 
timing) 
Step 5. Dictation and transcription of unfa-
miliar matter. (Timed) 
Need for new transcription grading policx.--
There have been many ways in which to grade tran-
scripts, such as correcting all the letters; cor-
recting one letter; checking a rush letter; cor-
recting part of the transcript; spot correcting; and 
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having all the letters read back the following period 
in. the shorthand class. Today, the tendency is to 
adopt the business viewpoint in grading transcrip-
tion. A great many business transactions are carried 
on by means of the letter because the letter reaches 
places where salesmen never call; the door is always 
open to the mail man and, therefore, every message is 
sure of delivery; and letters are the least costly 
means of conducting business. In order to obtain ef-
fective results from the letter, it must be so well 
constructed so as to lead the reader to act as the 
writer wishes him to act. In order to evaluate a 
transcript, the transcription teacher should keep the 
following factors in mind: 
1. Good appearance 
(a) Clean type. 
(b) 1\Teat erasures. 
(c) Effective crowding. 
(d) Effective expanding. 
(e) A well set up letter. 
(f) Letter free from smudges. 
2. Correct word usage 
(a) Does not have to be verbatim. 
(b) Substituted words should be well se-
lected and convey the correct meaning. 
3. Correct use of punctuation marks 
4. No misspelled words 
(a) Pupils should be taught to make 
efficient use of the dictionary. 
5. Transcript should make sense 
(a) Pupils should be trained to proof-
read the transcript. 
6. Correct word division 
(a) Pupil must acquire the dictionary 
habit. 
(b) Pupil must familiarize himself with 
simple prefixes such as im, em, urn, and 
ex. 
7. Speed factor 
(a) Bonuses should be given for extra work 
done. 
8. Directions 
Record of transcription activities. -- In order to 
assign remedial work and to assist the pupil to im-
prove, an error analysi s sheet should be kept for each 
student. Also, in order to intelligently teach tran-
scription, the teacher should know just what objectives, 
skills, understandings, knowledges, attitudes and appre-
ciations she wishes to impart to the students. It is 
the purpose of the writer to develop a transcription 
unit based on the new theories and practices applica-
ble for grade XI. 
CHAPTER II 
ORGANIZATION OF THE UNIT A"t-TD UNIT ASSIGNMEl'TT 
Overview 
Title 
Objectives 
Organization of the Unit 
The purpose of this unit is to develop the 
ability of a potential stenographer so 
that she can fuse skills and knowledges, 
such as English, Shorthanct, and Typewrit-
ing into one operation known as tran-
scription. 
The stenographer's efficiency cannot be 
measured by the mastery of isolated skills 
but by her ability to prepare mailable 
material at a reasonable rate of speed. 
GENERAL OBJECTIVES 
Understandings: 
~PECIFIC OBJECTIVES 
Understandings: 
1 That a letter must 
make a good im-
pression. 
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1 That every letter must 
be attractively ar-
ranged. 
2. That every letter 
should make sense. 
3 That every letter 
should be correctly 
punctuated. 
2 That good working 
habits are essen-
tial to acquire 
maximum output. 
4 That there should be 
no misspelled words. 
5 That the letter must 
contain no smudges. 
6 That a mailable let-
ter must have neat 
erasures. 
7 That a mailable let-
ter must contain no 
more than four era-
sures. 
8 Others: 
a 
b 
c 
1 That all materials 
should be properly 
organized on the desk 
before work is at-
tempted. 
2 That poor posture 
retards speed and 
output. 
3 That carbon copies 
must be handled 
9 
quickly. 
4 That rush material 
should be marked with 
a colored pencil. 
5 That rush material 
should be transcribed 
first. 
6 That the pupil's eyes 
should be conti~ually 
on the shorthand 
notes. 
7 That proofreading of 
the transcript should 
be done while the 
transcript is in the 
machine. 
10 
8 That students should 
type on the word level 
rather than on the 
stroke level in order 
that they may have no 
difficulty in tran-
scribing the shorthand 
outlines. 
11 
9 Others: 
a 
b 
c 
ATTITUDES AND APPRECIATIONS 
GENERAL 
1 To develop an atti-
tude of faithful 
performance of work 
in the office. 
SPECIFIC 
1 To develop a desire to 
get to work on time. 
2 To develop a desire to 
hand work in on time. 
3 To develop a desire to 
produce neat and attrac-
tive work. 
4 To develop a desire to 
work without constant 
supervision. 
5 To develop a desire to 
understand the need of 
keeping confidential 
matter within the walls 
of the office. 
6 To develop a desire to 
learn to get along with 
other people. 
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7 Others: 
a 
b 
c 
2 To develop an atti- 1 To develop a desire 
tude of proper to dress according 
personal appearance. to office standards. 
3 To develop an atti-
tude of conservation 
of office equipment. 
2 To develop a desire 
to maintain a well-
groomed appearance, 
such as hair , shoes, 
teeth, and finger 
nails. 
3 Others: 
a 
b 
c 
1 To develop a desire to 
understand that all 
office equipment must 
be operated and handled 
carefully in order to 
lengthen its life. 
2 Othe1~s: 
a 
4 'I'o develop a 
critical atti-
tude of one-
self. 
5 To develop an atti-
tude of advance-
ment. 
6 To develop an ap-
preciation of the 
extent and useful-
ness which the 
b 
c 
l To develop a desire to 
learn to accept con -
structive criticism. 
2 To develop a desire to 
attain emotional 
stability. 
3 Others: 
a 
b 
c 
1 To develop a desire to 
gain information and 
skill which will tend 
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to occupational advance-
ment. 
2 Others: 
a 
b 
c 
l To develop an appre-
ciation that the 
stenographer is re-
sponsible for the 
stenographer plays 
in the business 
office. 
rapid output of corre-
spondence . 
2 Others: 
a 
b 
c 
14 
GENERAL 
SKILLS AND ABILITIES 
SPECIFIC 
1 The ability to do. 1 The ability to set up let-
ters using five-indent , 
block, and semi-block 
styles. 
2 The ability to apply 
English grammar, Short-
hand, and Typewriting 
simultaneously. 
3 The ability to transcribe 
keeping the eyes constantly 
on the shorthand notes. 
4 The ability to transcribe 
at the rate of 14 words 
per minute. 
5 The ability to insert and 
remove the paper quickly. 
6 The ability to proofread. 
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7 The ability to make a 
neat erasure. 
8 The ability to arrang e 
material on the desk. 
9 The ability to handle 
carbon copies. 
10 The ability to handle 
rush material. 
11 The ability to write 
on the word level. 
12 Others: 
a 
b 
c 
2 The ability to 1 The ability to visual-
f oresee . ize the finished prod-
uct. 
2 Others: 
a 
b 
c 
3 The ability to 1 The ability to tell what 
judge. letter or letters should 
be rushed through. 
2 The ability to tell which 
4 Ability to 
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punctuation mark should be 
used. 
3 The ability to judge the 
best setup of the letter. 
4 'I'he ability to substi-
tute words to maintain 
the sense of the letter. 
5 The ability to judge 
margins to be used. 
6 The ability to decide 
whether single or 
7 
8 
9 
1 
double spacing should be 
used. 
The ability to judg e 
whether a half-page, 
full-page, or two-page 
letter should be made. 
The ability to judge the 
number of words in the 
letter. 
Others: 
a 
b 
c 
Ability to defend their 
discuss. 
5 Ability to re-
choice of punctuation 
mark. 
2 Others: 
a 
b 
c 
1'7 
1 The ability to co-ordi-
spend. nate eye, mind, and the 
hand in taking dicta-
tion. 
6 Ability to 
2 The ability to co-ordi-
nate eye, mind, and 
fingers in typing the 
transcript. 
3 Others : 
a 
b 
c 
1 The ability to re-
distinguis~. cognize different 
letter setupsv 
2 The ability to dis-
tinguish what can be 
discussed with others 
and what matter must 
7 Ability to read, 
write, and to de-
liver the finished 
product. 
be kept secret. 
3 Others: 
a 
b 
c 
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1 The ability to read 
quickly from shorthand 
plates. 
2 The ability to read 
quickly from their 
shorthand notes. 
3 The ability to de-
liver the finished pro-
duct to the employer 
for his signature. 
4 Others: 
a 
b 
c 
IOTOWLEDGES 
GENERAL 
l Why a business let-
ter must make a 
g ood impression. 
SPECIFIC 
1 vVhy every letter must be 
arranged attractively. 
2 vVhy every letter should 
2 What some of the 
good working habits 
are to acquire 
maximum output. 
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make sense. 
3 vVhy every letter should 
be correctly punctuated. 
4 ~by there should be no 
misspelled words in a 
letter. 
5 Wny the letter must be 
neat. 
6 Why a letter should have 
a neat erasure. 
7 Why a letter should con-
tain few erasures. 
8 Others: 
a 
b 
c 
1 How all material should 
be organized on the desk . 
2 How poor posture retards 
speed and output. 
3 How to handle carbon 
copies efficiently. 
4 How to mark rush 
material. 
5 ¥fuy rush material should 
20 
be transcribed first. 
6 Why the pupil's eyes 
should be continually on 
the shorthand notes. 
7 Why proofreading should 
be done in the machine. 
8 Why the student should 
type on the word level 
rather than on the stroke 
level. 
9 Others: 
a 
b 
c 
APPROACHES 
1 Use a film. 
"Taking Dictation & Transcribing," 
Film and record $12, Gregg Publishing Company 
New York, New York. 
2 Use Commercial Disks 
3 Teacher demonstration . (Have a pupil dictate a 
letter and the teacher transcribe the shorthand 
notes. ) 
4 Have a stenographer come in and g ive a talk to the 
class. 
5 Assign magazine articles to read. 
6 Make use of bulletin board. 
7 Others: 
a 
b 
c 
LEARNING EXPERIENCES 
1 Pretraining period consisting of: 
a Reading shorthand plates. 
b Class discussion of spelling, punctuation, 
and correct setup. 
c Transcription of shorthand plates. 
d Students copy shorthand pla tes in their 
shorthand. 
e Readi n g their shorthand notes. 
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f Class discussion of English g rammar , spelling, 
and setup continued. 
g Transcription from their shorthand notes. 
h Taking dictation of familiar material . 
i Class discussion of number of words, and 
outlines. 
j Transcription from their notes. 
k Analysis sheet kept for each student of 
the different kinds of errors being made. 
1 No grades assigned. 
2 Transcription of unfamiliar dictation. 
1 Preview of difficult words. 
2 Word substitution allowed. 
3 Tricky punctuation explained. 
4 Unusual spellings given. 
5 Transcription not timed. 
6 Transcription· not graded. 
7 Analysis sheet still kept for each student 
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of the different kinds of errors being made. 
3 Timed transcription. 
1 Graded on the number of mailable letters turned 
in during the ranking period. 
2 Previews continued. 
3 Unusual spellings still given. 
4 Rate of dictation speed gradually raised. 
5 Word substitution still allowed. 
6 Carbon copies introduced. 
7 Semi-block and block setups introduced. 
8 Typing of envelopes. 
EVALUATING TECHNIQUES 
1 Diagnostic test to determine what English grammar, 
spelling, and punctuation needs to be taught in 
23 
transcription. 
2 Teacher will check one or two transcripts each week 
for each pupil .. 
3 Pupils keep a record of difficult words or outlines 
that are giving them trouble. 
4 Teacher will have personal conferences with those 
· pupils who need help. 
5 Teacher will keep a record of each student's 
difficulties 
a while he takes dictation 
b while he reads 
c while he transcribes 
6 Teacher-made tests to determine what understandings, 
knowledges, skills, and abilities have been ac-
quired. 
a Test involving different letter styles 
b Test involving correct word usuage 
(there vs their) 
c Test involving letter placement 
d Test involving principles of English grammar , 
spelling, and punctuation 
e Test involving timed dictation 
:f Test involving timed transcription 
g Test involving syllabication of words 
7 Teacher will place samples o:f transcripts on bulle-
24 
tin board and let pupils criticize errors. 
8 Teacher will plan to have students check transcripts 
in class and discuss mistakes found. 
9 Others: 
a 
b 
c 
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CHAPTER III 
RESULTS OF TEACHING AWD TESTING THE UNIT 
Teaching the Unit 
A log of the unit.-- If it can be arranged, the 
teacher should plan to orient the pupil in the unit 
by showing a filma The following film is a good one 
to show: Taking_ Dictation ~ 'rranscribing, Gregg 
Publishing Company, New York, New York. This film 
stresses the following points: 
a Answering a call for dictation. 
b Preparing and handling writing materials. 
c Advantage of fountain pen notes over pencil 
notes. 
d Care of notebook. 
e Taking dictation. 
f How to handle rush items. 
g How to handle transcribed material. 
h How to handle carbon paper. 
i How to avoid eye strain. 
j Proofreading. 
k Delivering of transcribed letters. 
1 Handling of follow up. 
It was impossible to arrange for the showing of the above 
film, and the unit was started by giving a pretest to see 
what the class weakness was. The following chart shows 
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the results of the pretest: 
Table 2. Pretest Scores of 28 Pupils in a First-
year shorthand course on a Unit, "Tran-
scription." 
30 
Pupil Score Mark Pupi l Score Mark 
1 34 A 8 22 c 
3 28 B 23 22 c 
17 28 B 11 22 c 
12 28 B 20 20 c 
13 28 B 16 20 c 
9 26 B 4 18 c 
26 26 B 14 18 c 
5 26 B 22 16 X 
2 26 B 21 16 X 
25 24 B 7 16 X 
19 24 B 6 16 X 
10 24 B 28 16 X 
15 24 B 27 12 D 
18 24 B 24 absent absent 
Highest possible score 46. 
The next day, the pretest was returned with the 
correct answers and all the questions were answered. 
The teacher gave homework papers on some of the weak 
points and took class time during the development of 
the unit to try to eliminate the student weakness. 
After the pretest was collected, a very simple shorthand 
plate was read by the class several times.!/ 
1/ Alice Margaret Hunter, Graded Readings in Gregg 
Shorthand. The Gregg Publishing Company, Boston, 
1930, p. 7. 
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The teacher anticipated their needs by asking the follow-
ing questions: "Is the sir in Dear Sir large or small 
s?n " How is the to in too rainy spelled? 11 
I could not is all written as one outline. 
"You notice 
11 ~Vill you do 
the same on the machine? 11 "Which meet is needed in this 
letter?" 11 Spell Yours truly. 11 The spellings were put 
on the board and they were encouraged to write them in 
their notebook. They were not asked to set the letter 
up because the teacher did not want them to get the 
feeling that the task was going to be difficu lt. The 
students understood that no grades would be assigned. 
Next day, the transcript was returned with an error 
analysis sheet on which the students ' errors had been 
recorded. This same procedure was continued for four 
times and then step two was introduced. Of course, 
different letters were used for the following days of 
presentation. 
In step two, the pupil copied a shorthand plate 
from his reading book. These notes were brought to 
class and read several t i mes. Again, the needs were 
anticipated by the tea cher and such questions as the 
following were raised by the teacher: 11 How many m' s in 
trimming? 11 11 What is that mark between rainy and hat?n 
11 How many hyphens make a hyphen? " 11 Any space before 
and after the hyphen? 11 11 Is without spelled one or two 
words ?" "Is this to the preposition, adjective or 
adverb?" The letter setup for half-page letters was 
g iven . No grades were assigned. The error analysis 
shee t was still continued. This procedure was cen-
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t nued for four times and then step three was intro-
duced. Of cou rse, di f ferent letters were used for each 
presentation. 
In step three a previous ly copied shorthand plate 
was dictated very slowly so that even the slowes t 
pupil could get the dictation. Before this letter was 
presented, the teacher previewed any words and phrases 
she thought that they mi ght n ot know. After the dic-
tation, the students were allowed to ask for outlines 
the y needed. Pupils read the transcript back and were 
encouraged to ask about spelling and punctuation. Again, 
the teacher anticipated some difficulties as the follow-
ing: "Which sale is .meant here?n How many p ' s i n 
shipped? 11 " Is a comma needed before bu.t ? 11 11 1ft/hat here 
is used?" I n t his step, enclosures and initials were 
added to the letter setup. The same procedure was con-
tinued for four times and then step four was presented . 
In step four unfamiliar dictation was given. This 
was not timed and was dictated very slowly. The day 
before the transcript was to be attempted, the difficult 
shorthand words and phrases were previewed on the board 
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and practised as part of the homework assignment. The 
transcription day, the words were again previewed in 
class. Full-page letter setup was introduced in this 
step. We limited the setup to five - indent style, single 
or double spaced. If, by any chance,a student failed 
to get t he dictation word for word, she was allowed to 
substitute a suitable word for the missed outline. 
The error analysis chart was still continued. As in 
the previous steps, no grades were assigned. Spellings 
and every help they wished were still provided by the 
teacher upon reque st. These helps were not sought as 
eagerly by the teacher, but any question asked by the 
student was answered. The reason the teacher did not 
encourage questions in this step was because she felt 
that by now they should be able to attack the problem 
with little or no assistance. Four days were used to 
develop this step. 
I n step five, the dictation was timed and the 
transcr i pt was g r a ded 11 Yes 11 if mailable and 11 No 11 i f 
unmailable . Th e words were p r evie ed as in s tep f our 
and a 't1y u nu s ual s pelling of a prope r n atae ms s upp l i ed 
by t he teacher . Aga i n , t he pupils were t old that the 
t r a nscript did n o t have t o be verbatim, but t h a t t mus t 
make sense . fuen th s s t ep was fir s t i ntroduced , j u st 
one letter was dictated a nd t ranscribed, but as the 
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work advanced, two letters were dictated and tran-
scribed. Semi-block and regular block letter styles 
were introduced. Erasing was also presented in this 
step. Also, they were expected to make carbon cqpies 
of their transcripts, and each transcript was sub-
mitted with a properly addressed envelope. The fol-
lowing charts show the progress the class made during 
step five. 
Table 3. 
Student 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
Progress Chart No. 1 of 28 Pupils in a 
First-year shorthand course on a Unit, 
11 Transcription. n 
Mailable Student Mailable 
Yes 15 No 
Yes 16 Yes 
Yes 17 Yes 
No 18 Yes 
Yes 19 Yes 
Yes 20 1\To 
Yes 21 Yes 
absent 22 Yes 
Yes. 23 No 
Yes 24 Yes 
No 25 No 
Yes 26 No 
No 27 absent 
No 28 No 
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Table 4. Rejection Summary for Progress Chart No. 1. 
Reason Number making mistake 
Spelling 4 
Jumped Capital Letters 3 
Directions not followed 3 
Proofreading 3 
Strike-over 1 
Total rejected transcripts 10 
Table 5. Progress Chart ~o . 2 of 28 Pupils in a 
First-year shorthand course on a Unit, 
11 Transcription." 
Student Mailable Student Mailable 
1 Yes 15 No 
2 No 16 Yes 
3 No 1'7 No 
4 Yes 18 Yes 
5 Yes 19 1\TO 
6 No 20 Yes 
'7 Yes 21 No 
8 Yes 22 No 
9 Yes 23 Yes 
10 Yes 24 Yes 
11 Yes 25 Yes 
12 Yes 26 Yes 
13 Yes 2'7 absent 
14 Yes 28 absent 
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Table 6. Rejection Summary for Progress Chart No. 2. 
Reason Number making mistake 
Spelling 4 
Jumped Capital Letters 3 
Directions not followed l 
Proofreading 3 
Strike-over 1 
Transcript not making sense 2 
Total re,jected transcripts 8 
'I'able 7. Progress Chart No. 3 of 28 Pupils in a 
First-year shorthand course on a Unit, 
"Transcription." 
Student Mailable Student Iviailable 
1 Yes, Yes 15 Yes, Yes 
2 Yes, No 16 Yes, No 
3 Yes, No 1'7 Yes, No 
4 Yes, Yes 18 Yes , Yes 
5 Yes, No 19 Yes, Yes 
6 absent 20 Yes, Yes 
'7 Yes, Yes 21 Yes, Yes 
8 Yes, No 22 absent 
9 Yes, No 23 Yes, No 
10 Yes, Yes 24 Yes, 'TiJo 
11 Yes, Yes 25 Yes, Yes 
12 Yes, Yes 26 'No, l\To 
13 Yes, l\TO 27 absent 
14 absent 28 Yes, No 
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Table 8. Rejection Summary for Progress Chart No. 3. 
Reason 
Transcript not making sense 
Spacing after punctuation 
Directions not followed 
Proofreading 
Untidy erasure 
Total rejected transcripts 
Number making mistake 
12 
3 
4 
4 
1 
1 
Table 9. Progress Chart No. 4 of 28 Pupils in a Fi r st-
year shorthand course on a Unl t, ''Transcrip-
tion. 11 
Student Mailable Student Mailable 
1 Yes, Yes 15 Yes, Yes 
2 No, No 16 Yes, Yes 
3 Yes, yes 17 Yes, Yes 
4 Yes, Yes 18 No, No 
5 Yes , Yes 19 Yes, Yes 
6 Yes, No 20 Yes, No 
7 Yes, Yes 21 Yes, Yes 
8 No , No 22 Yes, Yes 
9 Yes, Yes 23 No, No 
10 Yes, Yes 24 absent 
11 Yes, Yes 25 No, Yes 
12 Yes, Yes 26 No, Yes 
13 Yes, Yes 27 Yes, Yes 
14 No, Yes 28 No, Yes 
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Table 10. Rejection Summary for Progress Chart No. 4. 
Reason 
Spelling 
Spacing after punctuati on 
Proofreading 
Transcript not making sense 
Enclosure missing 
Envelope missing 
Number making mistake 
6 
2 
3 
2 
4 
2 
Total rejected transcripts 14 
Table 11. 
Student 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
Progress Chart No . 5 of 28 Pupils in a 
First-year shorthand course on a Unit, 
"Transcription." 
Mailable Student Mailable 
Yes, Yes 15 Yes, Yes 
No, Yes 16 absent 
Yes, Yes 17 Yes, Yes 
No, No 18 Yes, Yes 
Yes, Yes 19 Yes, Yes 
No, No 20 Yes , Yes 
Yes, Yes 21 Yes, Yes 
No, No 22 Yes, Yes 
No, Yes 23 Yes, Yes 
Yes , Yes 24 Yes, Yes 
No, No 25 Yes, Yes 
No, No 26 Yes, Yes 
No, Yes 27 absent 
Yes, No 28 No, No 
Table 12. Rejection Summary for Progress Chart 
No. 5. 
Reason 
Spelling 
Placement of letter 
Proofreading 
Transcript not making sense 
Untidy erasure 
Carbon copy missing 
Enclosure missing 
Number making mistake 
8 
3 
2 
1 
1 
1 
2 
Total rejected transcripts 16 
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Table 13. 
Pupil No. 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
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Results of Teaching the Unit 
Grades assigned the 28 pupils in a First-
year shorthand class on a Unit, "Trans-
cription." 
Mailable Mark Pupil No. Mailable Mark 
8 A 15 6 B 
3 X 16 5 c 
7 B 17 6 B 
5 c 18 6 B 
7 B 19 7 B 
2 D 20 6 B 
8' A 21 7 B 
2 D 22 5 c 
6 B 23 4 c 
8 A 24 5 c 
5 c 25 6 B 
6 B 26 4 C. 
5 c 27 2 D 
3 X 28 2 D 
Highest possible mailable transcripts-- 8. 
Pupil reactions as revealed by their answers to a 
questionnaire. -- It seemed worthwhile to obtain the 
student reaction to the presentation of this unit so 
after the completion of the unit a questionnaire was 
distributed to them, a copy of which is on the follow-
ing page . The pupils were instructed to answer the 
questions truthfully and not to give answers that they 
thought would impress the teacher. They were also told 
not to sign thei~ names to their answers so that they 
~ould feel absol1.1tely free to make any criticism that 
they desired. Three pupils were absent so only 25 
pupils completed the questionnaire. 
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QUESTIONNAIRE 
1. vVhat changes would you suggest in the presenta-
tion of beginning transcription? 
2. Do you feel that the error analysis sheet was 
beneficial? 
3. 1f.Jhat did you like most in this transcription 
presentation? 
4. Do you feel now that transcription is very 
difficult? 
5 . Do you feel that the class time devoted to re-
medial work was beneficial? 
6. v~ha t was the most difficult part of transcrip-
ti on? 
7. Did you at any time feel that t he work was be-
QUESTIONNAIRE CONTINUED 
yond your accomplishment? 
8. How d d you like the way the transcripts were 
graded? 
9. vVhat did you dis l ike the most in the presenta-
tion? 
10. Did the letter set-up chart aid you in setting 
up your letters ? 
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To question one, 11 What changes would you suggest 
in the presentation of beginning transcription?" 
most of the students could not think of any changes, 
but one pupil did suggest that we learn more letter 
styles. 
To question two, 11 Do you feel that the error 
analysis sheet was beneficial?" all the pupils felt 
that it was very effective to see the errors recorded 
and that it meant more than just having a paper handed 
back with the mistakes checked. 
To question three, "ViJha t did you like most in 
this transcription presentation?" all the pupils liked 
the words previewed and liked the idea of being able 
to change a word or two if they could not read their 
outlines. 
To question four, "Do you feel now that tran-
scription is very difficult? t1 just one pupil disliked or 
dreaded transcription work. 
To question five, 11 Do you feel that the class 
time devoted to remedial work was beneficial?" a few 
felt that the time was wasted, but the majority felt 
that they had received benefit. 
To question six, "What was the most difficult 
part of transcription?tt many felt that it was difficult 
seeing one thing and writing another thing. Quite a 
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few seemed to feel that they had difficulty estimating 
the number of words in the transcript, and a few felt 
that it was difficult to make the transcript make sense 
if they had found it necessary to substitute words. 
One student said that she had difficulty carrying the 
dictation. 
To question seven, 11 Did you at any time feel that 
the work was beyond your accomplishment?" just one 
pupil thought that the work was beyond her achievement. 
To question eight, "How ·.di d you like the way the 
transcripts were graded ?" they all agreed it was a fair 
way to grade, but several suggested two grades should 
be assigned each transcript--one grade for spelling and 
one grade for shorthand. 
To question nine, "What did you dislike the most 
in the presentation of -transcription? " many would have 
liked to have done their transcripts in the shorthand 
room, and should ha ve liked to have had the transcrip-
tion immediately follow the shorthand period instead of 
having a lapse of three or four periods before they 
could transcribe. 
To question ten, "Did the letter set-up chart aid 
you in setting up your letter?" the majority were of 
the opinion that the chart had helped, but some admit-
ted that they had difficulty using the chart. 
The instructor ' s conclusions. - - This was the 
writer ' s first experience teaching a unit in any 
subject. The results of this transcription unit 
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were good, and the writer feels that the unit method 
may be used very successfully in a skill subject such 
as transcription. In revising the unit for future use, 
the writer hopes to be able to have the supplementary 
papers stapled together so that the pupils will not 
be so apt to lose this material. 
The preparing and teaching of this unit was so 
gratifying that it will lead to further unit construc-
tion in all other subjects. 
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WORD DIVISION 
Never guess at a word divi s i on . If in doubt, 
consult a dictiona ry . The following suggestions will 
be of help to you: 
1 Divide words according to the syl lables heard in 
the pronunciation. 
ex- clu-sive serv-ice 
2 A monosyllable (word of one syllable) cannot be 
divided. 
month strong ask 
3 Words may be div ided after a prefix. 
com-pel un-fit 
4 Double consonant words may be div ided betv1een the 
two consonants. 
con-nect drug-gist 
5 Never divide a word with a single letter separated 
from the rest of the word. 
a-
lone 
Never divide a word so that two letters are separated 
from t he rest of a word. 
ask-
ed. 
WORD DIVISION CONTINUED 
Academic degrees should not be separated 
Carl Drown, 
M.D. 
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A month should not be separated from the day and year. 
June 
7 
Signs, letter, or abbreviations should not be 
separated from the terms to which they apply. 
a.m. 
6 Personal names should never be divided. 
7 
Mr. Carl 
White. 
Titles & proper names should not be divided. 
President 
John Brown 
7 Divide hyphenated compound words at the point at 
which the hyphen has been used. 
self-control three-ply 
8 Avoid dividing the last word on a page. 
Avoid dividing a word at the end of the first line 
of a letter or article. 
9 Try not to divide words at the end of more than 
two successive lines. 
10 Contractions should not be divided. (isn ' t) 
·. iilj: 
\ _...._ .. 
B y R 0 B E R T R. A U R N E R , Ph. D. 
Profess.or of Business Administration, University of Wisconsin, and 
President:_, Atwner and Associates, Business Consultants, Mad is on, Wisconsin 
Author of Effective Business Correspondence and Effective English in Business (Cincinnati and New York: South-
Western Publishing Company); Ejfective Business Letters (New York: Ronald Press); Publisher of Effective Letter 
B1tlletins; Contributing Editor to A merican Business Practice; Correspondence Counsel to leading business organizations. 
Compliments of 
THE FISHER SCHOOL FOR SE .CRETARIES 
1 l 8 Beacon · Street, BOSTON 374 Broadway, WINTER HILL, MASS. 
Copyright, 1943, by R. R. Aurner 
PUNCTUATION 
USE THE COMMA 
1. To separate a nonrestrictive sub-
ordinate clause from the rest of the 
sentence (clauses often introduced by 
words like if, unless, since, because, 
etc.). 
2. To separate co-ordinate clauses joined 
by one of the pure coni unctions (and, 
but, for, or, neither, nor). 
3. To point off an introductory adverbial 
phrase containing a verb. 
4. To point off a dependent word or 
word group that breaks the dir{."Ct 
continuity of the sentence. 
5. To set off parenthetic words, phrases, 
and clauses. 
6. To point off words or word groups 
used in a series when there are at 
least three units. 
7. To point off words used in direct 
address or in explaining other words. 
8. To point off sentence elements that 
might be wrongly joined in reading 
if there were no comma. 
9. T o separate numbers (7,891 ,000). 
I 0. Before a short quotation. · 
USE THE SEMICOLON 
1. Between independent groups contain-
ing commas. , 
2. With a series of clearly defined units, 
upon each of which special emphasis 
is to be laid. 
3. Between clauses of a compound sen-
tence when the conjunction is omitted. 
USE THE PERIOD 
1. At the end of a sentence. 
2 . After all initials and after most ab-
breviations (F.O.B ., Ltd., W . L. 
Lange. But: WPB, SEC). 
3. To separate hours from minutes in 
writing time (10.15 A.M., but see also 
COLON) . 
USE THE 
EXCLAMATION MARK 
1. After exclamatory sentences or ex-
pressions. 
USE THE 
QUESTION MARK 
1 . After every direct question. 
2. After a question in abbreviated form 
(\1\That is your opinion of the Balti-
more & Ohio? the Santa Fe? the · 
Union Pacific?). 
3 . In parentheses ( ? ) to denote doubt 
or uncertainty. 
USE THE 
QUOTATION MARKS 
I. Before and after a direct quotation. 
2. To enclose the title of an article 
published in a periodical. 
RULES 
(b) Place the colon or the semicolon 
always outside the quotation 
mark. 
(c) Put any other mark inside when 
it is part of the quotation. 
(d) Put any other mark outside when 
it refers to the entire · sentence 
of which the quotation is onLY 
a part. 
USE THE DASH 
I. Sometimes in sales letters for em-
phasis-to put a sharp stop in the 
path of the reader. 
2. To indicate the omission of letters 
and figures: "He summoned Mr. 
A-." 
3. To set off pa renthetical expressions 
with more than ordinary emphasis : 
"These binding contract s-and let no · 
one underestimate their importance--
must be fulfilled to the letter." 
USE PARENTHESES 
1. To indicate technical reference.s and 
like material. 
2. To enclose words or ec'<:pressions that 
have only indirect bearing upon the 
thought and are parl"..nthetical in 
nature. 
3. To set off figures following amotmts 
expressed in words. 
USE BRACKETS 4. In front of such words and phrases as 
"namely," "viz.," "for example," "for 
instance." ~ 3. Single quotes are used to indicate a quotation inside a quotation. 1. To insert something into the written material of another writer. ~ , USE THE COLON 
1. After the salutation of a letter. 
2. Between two independent groups hav-
ing no connecting word between them, 
the first group pointing forward to 
the second. 
3. After forward-looking expressions. 
4 • . Before a long quotation. 
S. To separate the hour and the minutes 
in indicating time (10:15 A.M.). 
4. In quotations of more than one para-
graph, quotes are used at the beginning 
of each paragraph and at the end of 
the last paragraph. 
5. When a quotation mark and another 
mark of punctuation appear together, 
the following appropriate rules should 
be applied: 
(a) Place the period or the comma 
always inside the quotation mark. 
I 
2. Sometimes for special purposes to 
block off purely independent matt:rial. 
USE THE APOSTROPHE 
1. T o indicate possession. 
2. To indicate the omission of letters in 
a contraction. 
3. To indicate the plurals of abbrevia-
tions, letters, figures, words. 
See following pages for Transcription Rules and Salutations 
, 
AURNER AND ASSOCIATES 
Administrative Counsel to Business f!rgam"zations · 
MADISON, WISCONSIN 
rn---- Sept~mber \1" 19-1 -rn [}] mm [] 1 l2l !§ rn I!QJ [!] [!] 
1-h-. George\w. Knightt President1 ~-Production & Sales Company, Inc~~ 
1000 North Third Street, ~·-~ 
Grandcetritervillle, Penn~dia [i] li] ~@ ll2l [j]-
~ Attention:, Correspondence 
~y dear Mr. Knight:-~ ""~ rfu 
Supervisor 
§ 
~ You are to be congratulated on your active interestJin 
improving correspondence efficiency and in cutting corre--~ 
spondence costs. Experts who have made a special study--.......-
in the practical research laboratory of the small'· medium,.._~ 
and large business of'fice--can give you some startling cost 
figures determined through,the application of cost control. 
1291 I @21, ~ ~ 
1!!1 @21 Some otherwise ultra"'-modern executifes seem to be only sel~trained in the difficult art of .m.ai taining consistent 
quality in their correspondence output. What is commonplace 
knowledge to the expert is to some of them startling news 
and shocking fact:f a letter is often much more expensive 
than a comparable telegraml nA1 FV5I 
@] ~ ~~ ~ 
"husiness letters are expensi~elproduction t~ls that 
may easily be costing you more tba 50 cents each," writes 
the correspondence consultant, R. R. Roe, President or Roe+--~ 
and Associates, in his book entitled Effective Communication-~ 
in Business. Chapter I discusses "Can You Cut the High Cost~ 
of Business Letters~" The effective letter wins because:----~ 
~ ~@] 
l.+It becomes\the right arm of the executive 
{
and extends\his ~ersonal power. Says one 
~ president, "It enlarges my business field, 
gives me/greater personal '~ig~lr 
@ZI ETI ~ 
2. It can be made to win business friendship 
in summer and winter, sprin~nd fall. 
--~-- ~ ~....... §] If forty of your letters cost you )2o, a 10 er cent 
increase in dictating7executive efficiency will return 2-~ in clear capital to ypur treasury. 
~ ~-Sincerely yours, 
~-AURNER AND ASSOCIATES 
~-.R. R. Aurner:KD @ .... ·Executive Director 
WJ-. Enclosure 
~-Copy to Communications, Inc. 
The executive and his secretary alike are concerned with one 
common aim : to produce effective business · letters. A business 
letter produced by an expert dictator and an expert secretary 
possesses two instantly recognizable qualities : 
with the left margin in block style. Although attractive arrange-
ment and handsome framing are to a limited degree a matter of 
personal good taste, the guides to good usage and accurate punctua-
tion provided on this and the preceding pages are definite and should 
be consistently followed. These guides are based on authoritative 
practice and on a consensus of the best · opinion of leading business 
organizations. It is believed that the form illustrated on the oppo-
site page, using either block or indented paragraphs, will consist-
ently please the greatest number of readers. This form is widely 
used by the gr'eat majority of discriminating business ~w~cerns. 
1. Attractive external form. 
2. Effective internal content. 
Choose a letter layout that is attractive, symmetrical in frame, 
and accurate in detail. There are several permissible options in 
structure. The date line may be centered or placed to the right. 
The opening line of a paragraph may be indented or typed flush 
RULES FOR TRANSCRIBING 
1 . Make the letter look like a picture in a 
frame. Let it assume the same proportions as 
those of the sheet upon which it is typed. 
2. Center the date line immediately under 
the letterhead or place it so that it ends even 
with the right margin. In either case type it 
two single spaces, below the city and state tine 
of the letterhead. 
3. Spell names of months in full, both in the 
date line and in the body of the letter. 
4. Use st, d, nd, rd, and th after the 
number of the day only when the month is not 
mentioned. Omit at other times. 
5, Separate with a comma the day of the 
month from the year. 
6. Omit punctuation after the y ear except 
within a sentence, in which case insert a comma. 
7. Type the introductory address in block 
form even with the left margin and three to six 
single spaces below the date line, depending on 
the length of the letter. 
8. Make the several lines of the introduc-
tory address as nearly equal as possible. To this 
end you may place the addressee's title (a) on 
the same line as his name, (b) on the following 
line precedinf. the name of the firm , (c) on a 
line by itsel , your decision depending on the 
length of the title, the length of the addressee's 
name, and the length of the name of the firm. 
9. Separate with a comma the addressee's 
title from his name or the firm name as the case 
may be. 
1 0. Capitalize the principal words of titles 
and the names of departments (Credit Depart-
ment, Sales Promotion Department) . 
11 . Use no punctuation after the lines in the 
introductory address except after permissible 
abbreviations. 
12. It is good practice to write the firm name 
as it appears on the firm's own letterhead. 
1 3. The sign "&" [and] is permissible unless 
the firm itself spells and in full. 
1 4. It is permissible to abbreviate "In-
corporated" [ulnc."] and "Limited" ["Ltd."] , 
precedin~ them with a comma. OnJy when they 
occur w1thin a sentence are they followed by a 
comma. Write in ful1. the words "Company" and 
''Corporation.'' 
15. Write in full the words North, South, 
• East, and West in street directions . 
1 6. Spell out the number naming a street, if 
it is ten or below; for eleven or above, use 
figures. Example : 555 North 79 Street. 
17. For postal sections of a city, use initials 
followed by periods, but do not abbreviate 
Avenue, Boulevard, or Street. 
1 8. Type the state on the same line as the 
city in the inside introductory address. Separate 
with a comma the state (or country) from the 
city. It is wise to use a three·line address on 
the envelope; if there is no street address, put 
the state on a separate line. 
19 Write in full the names of states. Ex-
ception: the District of Columbia may be abbre-
viated "D. C." 
20. If an °Attention" phrase is necessary, 
center it two single spaces below the introduc-
tory address and two single spaces above the 
salutation. Underline the entire phrase. In the 
full block form of letter the attention line is 
typed even with the left margin. Capitalize only 
the principal words. Choose the proper salutation 
without regard to the attention phrase. 
21 . Leave two spaces after a colon, exclama· 
tion point, question mark, or period (except a 
period following an initial or abbreviation). 
Leave one space after a comma or semicolon. 
Leave two spaces between sentences . 
22. See page 4 of this folder for the com-
plete list of accepted sal utations in the order of 
decreasing formality . The first word of a saluta-
tion is a lways capitalized. Note that the word 
"dear" is not capitalized unless it is the firs t 
word. 
23. T ype the salutation even with the left 
margin. two single spaces below the last line of 
the introductory address, or two single spaces 
below the attention nne if one is used. The salu-
tation is followed by a colon. Do not use a 
hyphen. 
2 4. Begin the body of the lette r two single 
spaces below the salutation. Indent the para-
graphs five to (not more than) ten spaces. The 
block form (no indention) is optional. 
25. To maintain a reasonably even right 
margin requires occasional hyphenation. Avoid 
over-frequent hyphens. Divide a word only when 
it is necessary. 
26. A hyphen or dash is placed not at the 
beginning of a line but at the end of the pre· 
ceding line. 
2 7. Use the comma to point off words or 
word groups used in a series when there are at 
least three units. Always place a comma before 
and, or, or nor in a series of three or more. 
28. The dash is made by striking the hyphen 
twice, without spacing before or after. 
2 9. Double space between paragraphs. 
3 0. The hyphen [ -] is used to link together 
compound words . 
3 1 , Capitalize the first word of a direct 
quotation. 
3 2. Use figures and write in full the word 
cents. [In tabulating work the characters SOc 
or $.50 are acceptable.] 
3 3. At the end of a quotation a comma or a 
period shOuld precede the quotation mark. A 
semicolon or a colon should follow the quotation 
mark. In a quotation, a question mark or an 
exclamation point are placed inside the quotation 
marks when a part of the quoted matter; out-
side when they are not. 
34. Set off with commas a word or words in 
apposition. 
3 5. Within a sentence a tit!" following the 
name is both preceded and followed by a comma. 
36. When referring to articles and books, it 
is customary to place in quotations the titles of 
articles , short monographs, and chapters; and to 
underscore or type enttrely in capitals the titles 
of books. Such titles are preceded and followed 
by commas only when they are in apposition. 
37. Use a colon after the words that intrcr 
duce an enumeration or a long quotation. Use 
_a comma before a short quotation. 
3 8. Block in and center enwnerations and 
long quotations. Double space between para-
graphs. 
3 9. Place a period after a point number of 
an enumeration, and space once after the 
period. 
40. Begin the second and following lines of 
centered material directly under the first letter 
of the first word of the first lin e. 
41 . A CJ.UOtation within a quotation is en-
closed in stngle quotation marks [ ' ] . Double 
quotation marks are placed with relation to other 
punctuation marks according to Guide N o. 33 
above. 
E xamples: He said, "This knowledge gives me 
greater 'weight.' " 
He said, 14Tbis knowledge gives me 
greater 'weight' I" 
He said, "Will this knowledge give 
me greater 'weight'?" 
42. Seasons of the year are capitalized only 
when they are personified. [Example: ~"~Harsh 
\~linter and his minions fade . . . and gentle 
Spring takes o'er her reign."] 
43. Even sums of money should be expressed 
without the decimal and ciphers. 
44. Express percentages in figures; spell out 
per cent. 
45. Use a hyph en to connect two or mOre 
words compounded to express a single idea. 
46. Type the complimentary close two single 
spaces bel ow the las t line of the body of the 
letter, beginning it at a point about midway 
between the right and left margins. 
4 7. Type the firm name (if used in the 
signature) in solid capitals on one line, beginning 
it at a point two single spaces directly below the 
first letter of the complimentary close. 
48. Type ' ·the official title (if used) four 
single spaces below the company signature, and 
begin it even with, or five spaces indented under, 
the beginning of the company signature, depend-
ing on its length. 
49 TyJ?e the signature identificat ion and 
stenOgraphtc reference flush with the left margin 
anrl ON A LINE WITH the dictator's official 
title. 
50. Type the word Enclosure, or the abbre· 
viation Encl. (if this notation is necessary) flush 
with the lc.ft margin two single spaces below the 
signature identification . More than one encJosure 
is indicated by adding the correct figure: 
Enclosures 2; or Encl. 4. 
51 The phrase Copy to or Copies to may 
app~ar preceding the name or names of indi· 
viduals or firms to whom carbon copies are being 
sent. The phrase is typed one single space below 
the item above it , flush with the left margin. 
52. SoJV_e cities are now divided into postal 
zones . If your letter is addressed to such a city, 
include without fail the postal zone number in 
both introductory address and envelope address. 
Examples of the correct form : GrandcenterviUe 1, 
Pennsylvania·; Cincinnati 2, Ohio; Marlison 6, 
Wisconsin; New York 25, New York. ( Do not 
place parentheses around the zone number. 
Do not place a comma before the zone number.) 
A condensed selection tn frequent ·present use 
All salutations are listed in the order of decreasing formality 
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THE ARMED FORCES 
General George C. Wilson 
Chief of Staff 
United States Army 
Washington, D. C. 
Admiral Ernest J . King 
Commander in Chief 
United States Fleet 
Navy Department 
Washington, D. C. 
Sir: 
Mv dear Sir: 
Dear Sir : 
My dear General Wilson : 
Dear Admiral King: 
SpD<:ial Note I: In the case ~f Li~utenant 
General, Major General , Bng•.d1er Gen· 
era!, Vice Admiral, Rear Adm1.ral, follow 
the same form as in addressing a full 
General or Admiral, using one of the 
salutations shown above. Use the saluta-
tion My dear General (or Admiral ) 
Blank, if you wish to u~e the surna!"e 
in the salutation; NOT My dear MaJor 
General Blanlc ; NOT Dear ~ear 
Admiral Blank. The same rule applies 
in forming the salutation for Lie.utenant 
Colonel (Army) and Lieutenant Com· 
mander (Navy). 
Special Note II: In the case of CoJ on c: l, 
Major, Captain, Lieutena~t (Anny); :a11d 
Captain, Commander, ~1e11tenant, L1ct1~ 
tenant (J. G.), and Ensign (Navy): 
For army, air force, marine, na~y , o r 
coast guard officers of these ranks, h beya1 
current practice app roves a salutatwn 
using the appropriate de~ignation of rank 
or title. Examples: 
Dear Colonel Royce: 
Dear Captain White: 
Dear Commander Lowe: 
Dear Lieutenant Grant : 
Enlisted Man: Army 
Private George T. Sheffield (Army Serial 
Number) 
Comyany G. 169th Infantry 
APO 711, Care of P ostmaster 
New York, New York 
Dear Sir: 
My dear Mr. Sheffield : 
Dear Mr. Sheffield: 
Dear George: (Personal) 
Enlisted Man: Marine Corps 
Private Arthur G. Westin({house, US:MC 
U. S. Marine Corps Umt No. (Insert 
Number) 
Care of Postmaster 
San Francisco, California 
Dear Sir: 
My dear Mr. Westi n ghouse: 
Dear Mr. Westmghouse: 
D ear Art: (Personal ) 
Enlisted Man: Navy 
John M. White, Seaman First Class 
(Naval Unit or Vessel) 
Care of Postmaster 
New York, New York 
Dear Sir: 
Dear Mr. White: 
Dear J ack: (Personal) 
WASHINGTON, D. C. 
The President of the United States 
The White House 
Washington, D . C. 
.Sir: 
To the President: 
M r . President: 
Dear Mr. President: 
The Speaker of the House 
of Representatives 
·washington, D. C. 
S ir: 
My dear Sir: 
· Dear S ir: 
llfr. Speaker: 
My dear Mr. Speaker: 
Dear Mr. Speaker:. 
The Honorable R. R. Lincoln 
Chief Justice of the Supreme Court 
of the United S tates 
VVashington, D. C. 
Sir : 
111r . Chief Justice: 
The Honorable Cordell Hull 
Secretary of S tate 
Washington, D. C. 
Sir: 
My dear Sir: 
Dcat' S ir: 
My dear Mr. Secretary: 
Dea• 1\·lr. Secretar y: 
Senator James D . W ilson 
The United States Senate 
Washington, D. C. 
Sir : 
I\1 y dear Sir: 
Dear Sir: 
l\fy dear Mr. Senator: 
J'vl y dear .Senator: 
Dear Senator : 
.My dear Senator Wilson: 
D ear Senator Wilson: 
Representative Joseph Man ning 
The House of Represcntativts 
\Vashington, D. C. 
Sir: 
My dear Si r : 
De:tr S ir: 
My dear Representative Manning : 
Dear Repr~sentative 1-Ianning: 
i\,ty dear :r~r r. Manning : 
Dear Mr. Manning: 
EDUCATORS 
President Franklin T . Armstron g 
The University of Chicago 
Chicago, Illinois 
My dear Sir: 
Dear S ir : 
My dear President Armstrong: 
Dear President Armstrong: 
Dean Arthur L . Rogers 
The College of Bus iness 
U niversity of Iowa 
Iowa City, Iowa 
My clear .Sir: 
Dear Sir: 
My d ear Dean Rogers: 
Dear Dean Rogers : 
Doctor of Philosophy (or Laws, 
or Medicine) 
Dr. Richard L. French (or, to man 
and wife) 
Dr. and Mrs. Richard L. French 
4210 Mandan C rescent 
Madison, \Visconsin 
My dear Sir: 
D ear Sir: 
My dear Dr. French: 
Dear Dr. French: (and) 
Dear Dr. and Mrs. French: 
Professor (in a College or University) 
Professor Neville Hughes 
Department of Chemistry 
University of \Visconsin 
Madison, Wisconsin 
My dear Sir: 
Dear Sir: 
~1y dear Professor H ughes: 
Dear Professor Hughes : 
i1~t:=orJt ~ROF~S·S~R.not to abbreviate 
Note on Titles: When the person ad· 
dressed holds several titles, as one from 
academic distincti on. one from character 
of profession , and orie from elective office, 
use the highest title. E xample: 
Academic distinction : Doctor of 
Philosophy 
Character of Profession: Professor of 
Chemistry 
Elective office: Presiden cy of a univers ity. 
The title to be used in this instance : 
P resident. 
CHURCHMEN 
PROTESTANT FAITH 
Bishop 
R everend Bishop B. H. Ral ston 
Bishop of the Northern Area 
i\:Icthodist Episcopal Church 
St. Paul, Minnesota 
Dear Si r: 
My dear Dis hop Ralstol1 : · 
Dear Bis~op Ralston: 
Clergyman 
The Reverend W . B. Waltham 
200 1 Park Avenue 
Cleveland, Ohio 
(or, if a doctor of divinity) 
The Reverend Dr. W. B. Waltham, etc. 
R everend Sir: (formal) 
My dear Sir: 
Dear Sir: 
My dear Mr. (or Dr.) Waltham: 
Dear Mr. (or Dr.) Waltham: 
Note: It is preferable not to abbreviate 
th e word REVERENp. 
ROMAN CATHOLIC HIERARCHY 
T o His Holiness Pope 
J\fost Holy Father: 
Your H oliness : 
His Eminence P atrick Ca rdinal Hayes 
St . Patrick' s Cathedral 
48\ Fifth Avenue 
New York, New York 
Your Eminence: 
My Lord Cardinal: (to Cardinals of 
foreign countries) 
Archbishop or Bishop 
Most Reverend Matthew Moore 
2000 West Wisconsin Avenue 
Milwaukee, Wisconsin 
Your Excellency: 
Monsignor 
The R ight Reverend Monsignor 
Matthew L. Newell 
12 Madison Place 
Albany, New York 
Right Reverend and dear Monsignor : 
Priest 
Very Reverend W. R. Rand (or) 
The Reverend W . R. R and 
164 Lansing Place 
Mobile, Alabama 
Dear Reverend F ather: 
Sister 
Sister Mary P riscilla 
St. J ohn's School 
459 Cass .Street, North 
T ren.ton, New J ersey 
Dear Sister: 
JEWISH FAITH 
Rabbi 
Rabbi .St ephen S. Wise (or) 
The R everend Stephen S. Wise 
(Place specific address here) 
Reverend Sir: (formal ) 
My dear Sir: 
Dear Sir: 
l\Iy dear Rabbi Wise: 
Dear Rabbi Wise: 
ACCEPTED SALUTATIONS 
I" order of decreasing f,.,..Uit:y 
For Men 
Sir : 
My dear Sir: 
Dear Sir: 
My dear Mr. White: 
Dear Mr. White: 
My dear White: 
Dear White: 
My dear John: 
Dear John: 
For Women 
Madam: 
My dear Madam: 
D ear Madam : 
My dear Mrs. W hite : 
Dear Mrs. \Vhite : 
My dear Miss White: 
Dear Miss W hite : 
Plural 
Mesdames (or) Ladies: 
... 
COMPLIMENTARY CLOSES 
I" order 'of decreasing f ormality 
Respectfulty yours, Sincerely, 
Yours respectfully, Cordially yours, 
Respectfully submitted, Yours cordiall r, 
Very truly yours, Cordially, 
Yours very truly, Faithfully yours, 
\' ery sincerely yours, Yours faithfully, 
Yours very sincerely, Faithfully, 
Sincerely yours, 
Yours sincerely, (The last "three are of 
recent development) 
., 
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TYPEWRITIN,G STYLE MANUAL 
With References to 
20TH CENTURY TYPEWRITING 
Fourth Edition 
NUMBERS 
Textbooks do not agree on how to write numbers. There are times 
when the best guide is that "of clearness. Just a few rules are stand-
ardized, and these you should know. 
151 Con. Prac. At the beginning of a sentence, spell a number in full . If the size of 
80 
100 
124 
115 the figure makes spelling an awkward way to express the figure, change 
the sentence. 
2 
3 
5 
Spell out a number used at the beginning of a sentence. 
Twenty million dollars were paid to Spain for the 
Philippine Islands . 
Spell a number in full at the beginning of a sentence, even when other 
numbers are expressed in figures in the same sentence. 
Two hundred and eighty-five men were sent out to work at 
$6.75 a day. 
Thirty-five of us went to the meeting. There were 390 
others present . 
256 Line 11 Three hundred ninety-six letters were mailed from the 
office today. 
274 1 An isolated round number used in the body of a sentence should be 
spelled in full. 
80 5 
100 2 
The report of the committee contained more than two 
hundred pages. 
All numbers in a connected group should be expressed in the same 
manner. If the largest contains three or more digits, use figures for all. 
My collection has 250 books, 90 sheets of music, and 75 
piano records . 
When two numbers come together, it is better to spell the smaller one 
in full and to express t he larger one in figures. 
Please buy 45 three-cent stamped envelopes and 58 six-
cent stamps. 
---------------
1 Page number in 20TH CENTURY TYPEWRITING (Stock No. T70) where this reference 
will be found. 
2 The Technique Study, t he note, or the exercises in which the specific reference will 
be found. 
7 
8 
Study 
Page Technique 
137 1 
63 3 
256 Line 5 
119 2 
70 3 
210 1 
49 2 
67 1 
117 Con. Prac. 
Line 2 
302 Con. Prac. 
Line5 
193 Con. Prac. 
Line 2 
139 Con. Prac. 
Line5 
52 3 
302 Con. Prac. 
Line 3· 
67 2 
88 3 
TYPEWRITING STYLE MANUAL 
Use a hyphen to connect a number used as a compound adjective. 
They used a 12-foot ceiling in their living room and 
dining room. 
FOR SALE: One 6-room house at 4927 E. 138th Street at 
$12,500 cash . 
They need a 14- by 20-foot rug for use in their huge 
living room. 
When unrelated groups of figures ·come together, separate them by a 
comma. 
In 1929, 417,280 plows were shipped C. 0. D. to an 
African state. 
The plural form of letters and :figures may be expressed with the apos-
trophe and s. 
When Henry writes, I cannot read it for he makes his 2's 
like his z's. 
In typing a house number, type the figures without a comma separating 
hundreds from thousands. 
Miss Wilks moved from 1592 Pelham Road to 1748 Brixham 
Terrace. 
Separate hundreds from thousands with a comma except in a number 
designating a page, an insurance policy, a room, a telephone, a house, 
or a year. 
Jim's policy is No. 730512 . It expires June 4, 1958. 
On a trip of 1,000 miles your tires will flex fully 
1,500,000 times. 
Mrs. Robertson renewed the $10,000 policy, No. 47581, 
for three years. 
The total expenses were $9,876.45, an increase of 3.4% 
over last year. 
Today 2,670,000 tenants till one half of all the farm 
land in America. 
Order #1280-Y for 6 cars of 4/4 C&B Chestnut (dated 
May 7) is shipped. 
Type policy numbers without separating the hundreds from the thou-
sands by a comma. 
Policy #843692 for $15,000 has been renewed for three 
years. 
Our policy #345987 was issued when he was 18 years and 
5 months old. 
Amounts of money, whether expressed in dollars or cents or in foreign 
denominations, should be written without the decimal and ciphers. 
As a boy he worked for 90 cents a day; as an expert he 
asked for $50. 
Sums of money, either dollars or cents, should be typed in figures. 
l 
\. ~ ....; 
i 
! 
Page 
88 
88 
137 
137 
27 
126 
86 
50 
67 
126 
::l74 
137 
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1&2 
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4 
5 
3&4 
3 
5 
256 Line 20 
TYPEWRITING STYLE MANuAL 9 
Type even sums .of money in figures without the decimal and ciphers. 
Write units of measure, distance, and dimensions in figures. 
Results of balloting should be expressed in figures. 
There were 97 votes in favor of the amendment and 83 
votes against it. 
Spell out names of small-numbered avenues and streets. State house 
numbers in · figures except for house number One. 
They moved their office from One Lexington Avenue to 270 
Fifth Avenue. 
In stating page numbers, use figures. 
Use either No. or # preceding figures. 
Bill #508 calls for a shipment of 36 cars each month 
until March. 
The decision of Judge Long was based on Item No. 12 in 
Section 5. 
In typing, omit the space between a figure and the symbols #, $, %, ¢· 
The symbols ¢, @, imcl % may be used in statements and orders. 
The invoice read: 450 pairs @ 39¢ ; 2% discount in ten 
days. 
Market quotations are expressed in figures. Note that in market quota-
tions the plural of figm es may be expressed without the apostrophe. 
We sold South Pacific 4s at 75 3/ 8 after buying them 
earlier at 62 5/ 8. 
Use figures in stating percentages. 
Your school uses 75 per cent as the lowest passing mark. 
The interest rate of 4%% will be changed to 8~ on all 
future loans. 
STREETS 
Spell out street names that are numbers up to twelve. When a street 
has a number as its name, separate the house number from the street 
number by a comma. The letters th, nd, or rd may be added to the 
number that represents a sheet name, but they are often omitted. 
In March Jack's family moved from 681 Ninth Street to 
957, 66 Street. 
Spell out names of small-numbered avenues and streets. State house 
numbers in figures except for house number One. 
They moved their office from One Lexington Avenue to 270 
Fifth Avenue. 
Our offices were at One Park Place before we moved to 97 
Fifth Avenue . 
------ ------ -----------------------------
10 
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210 1 
TYPEWRITING STYLE MANUAL 
In typing a house number, type the figures without a comma separating 
hundreds f1·om thousands. 
Miss Wilks moved from 1592 Pelham Road to 1748 Brixham 
Terrace. 
244 Prob. 5 On the envelopes, spell Street or Avenue in full. When Street, Boule-
vard, or Drive is not given, the word Avenue is understood and should 
be used when typing an address on an envelope or the inside address 
126 3&4 
229 3 
274 2 
75 5 
86 Line 2 
188 Con. Prac. 
Line 2 
307 1 
127 Lesson 87 
Par.4 
274 5 
67 2 
on a letter. 
PERCENTAGES 
Use figures in stating percentages. 
Your school uses 75 per cent as the lowest possible 
passing mark. 
The interest rate of 4~ will be changed to 8~ on all 
future loans. 
Invoice No. 63912 for $151.23 is subject to a 2% dis-
count in 10 days. 
The symbol % is used in tabulated work and m stating interest. 
Kumpf & Shultz gave us a 6% interest-bearing note due in 
90 days. 
The symbols #, ¢, @, and % may be used in statements, orders, and 
ta hula tions. 
Terms: 2%, 10 days; net, 30 days on 250# of brown sugar 
@ 6~¢ . 
In typing, omit the space between a figure and the symbols #, $, %, ¢. 
Change the 6~ interest rate on the March 20 note for 
$1,500 to 4~ . 
It is not good form to use symbols on envelopes or letters. 
Do not use the symbol "%" for "In Care of" when writing 
an address. 
In Care of, or the special symbol cj o, should be typed in either of the 
positions for the attention phrase. If space permits, it is better to 
spell out In Care of. Never use the sign %. 
When a decimal is not preceded by a whole number, use a cipher before 
it unless the decimal itself begins \vith a cipher. 
The return sales were 0.192 per cent of the net sales 
for the period. 
MONEY 
Amounts of money; whether expressed in dolla1·s or cents or in foreign 
denominations, should be written in figures except in legal documents. 
Even sums of money should be written without the decimal and ciphers. 
As a boy he worked for 90 cents a day; as an expert he 
asked for $50. 
1 
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153 Con. Prac. Sums of money, whether dollars or cents, should be typed in figures; as, 
Line 2 J ack won a prize of $40, but Max won only 95 cents. Note that even 
sums of money are typed without the decimal and ciphers. 
60 
126 
133 
284 
284 
142 
325 
274 
4 
5 
5 
Con. Prac. 
Line 3 
Con. Prac. 
Line 1 
Con. Prac. 
Line4 
11 
5 
28 Con. Prac. 
Line 3 
29 1 
337 5 
296 Con. Prac. 
Linel 
33 Fixation 
Linel 
In stating even sums of money, type without a decimal and cipher s. 
In our letter of the 13th of April, we enclosed that 
check for $1,560 . 
When stating cents, use the figures without the decimal and spell 
cents out. 
The store changed the price on this article from 65 
cents to 75 cents. 
Type sums of money in figures ; use ei ther # or No. preceding figures. 
The $2,000 Moore & Norris note (for Bill #590-C) carries 
4%% interest . 
When figures ar e inserted before the word Dollars, omit the sign. 
I agree to pay the sum of Three Hundred Ten (310) 
Dollars. 
I n legal papers spell out sums of money; write figures in parentheses. 
I agree to pay the sum of Three Hundred Ten Dollars 
($310). 
The will read: "I leave Five Hundred Dollars ($500) to 
my son, John." 
DECIMALS 
Use figures in stating percentages and decimals. 
When a decimal is not preceded by a whole number, use a cipher before 
it unless the decimal itself begins with a cipher. 
The returned sales were 0.192 per cent of the net sales 
for the period . 
In a series of figures in which the period is used as a decimal, type 
the series without a space after the decimal. 
The letter is dated January 27. Their check is for 
$147.28. 
Even sums of money are typed without the decimal and ciphers. 
He sent a check for $294. He owes us just $249, 
doesn't he? 
FRACTIONS 
Be uniform in typing fract ions; as, i and "~ or 1/ 4 and 1/ 2. 
Virginia found it difficult to add 11 / 48, l / 2, 15/ 16, 
7/ 8, and 1/ 4. 
Type "made" fractions in the following walf: 2/3 
and 3(4, 
12 
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33 Fixation 
Line2 
33 Fixation 
Line4 
67 5 
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In typing several carbons, use 1/ 2 and 1/ 4 and not 
% and ~-
-s~ace between whole numbers and made fractions; as, 
9 ~/8. . 
Fractions not on the keyboard should be typed with the diagonal mark 
of division. 
We sold South Pacific 4s at 75 3 / 8 after buying them 
earlier at 62 5 / 8. 
253 Line5 The six-page booklet, 4 1 / 3 by 7 inches, will fit into 
this space. 
225 5 It is easier, and therefore preferable, to type whole numbers and frac-
tions without the hyphen-although it is permissible to connect the 
whole number and the fraction by a hyphen. 
49 3 
75 4 
137 2 
225 4 
63 1 
256 Line 16 
186 2 
229 5 
239 1 
Use the diagonal when typing fractions not on the key-
board; as, 6 2/3. 
TIME 
Use figures to express time with a.m. or p.m. Separate the figures for 
the hour from the figmes for the minutes by a colon. Do .not space 
after a period used within an abbreviation written in small letters; 
as, a.m. If capitals are used, space once after the period; as, A. M. 
or P.M. 
Spell ,the hour in full when o'clock is used in stating time. 
At eleven o'clock on Saturday, July 14, 1835, the ship. 
sailed away. 
With p.m. or a.m. (P. M. or A. M.), use figures. A colon or a period 
may be used to separate hours and minutes. With o'clock spell out 
the time. 
His plane will arrive at 3:45 p .m . My train will leave 
at six o'clock. 
In stating time, a colon or a period may be used to separate minutes 
from hours. 
After September 27, Dr. Robertson's office hours will be 
1:15 to 5:30. 
With o'clock spell the number in full; as, It is now six o'clock. 
The train gets in at ten o'clock. I shall take the 
plane at 5:48 p.m. 
The plane ' will arrive at 2:18p.m. Your bus leaves at 
six o'clock. 
Dr. Richardson's office hours will be 2:30 to 4:30 after 
September 20. 
· The names of the days of the week and months of thjl year should be 
capitalized. 
The meeting is scheduled for 9:45 a .m . on Saturday, 
,N9v~m~er 20, 194i5, 
1 
1 
I 
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,_ ltudy 
239 1 The names of the days of the week and the months of the year should 
be capitalized. 
The meeting i s scheduled for 9:45 a.m. on Saturday, 
November 20 , 1943. 
168 Con. Prac. Write the day in figures when it fo llows a month; as, J uly 4, 1776. 
Line 1 
60 3 
183 2 
60 4 
3 
96 2 
80 3 
After the name of a month, use figures to express the day. Note the 
use of the comma in a series. 
Your letters of May 3, 5 , and 10 were answered in full 
on May 21. 
Use t h with the figure representing the day of the month when the 
name of the month is not given or when it follows the day. (Never 
use d, st, th with the day of the month when the name of the month 
precedes the day.)_ 
We wrote him on August 7 in answer to his letters of the 
9th and 12th . 
Use d, st, or th when the !lay of the month stands alone or when it 
pr ecedes the month. 
In our letter of the 13th of April, we enclosed that 
check for $1 , 560. 
When the day of the month precedes the name of the month, add th, 
st , or d. 
In 
I n your letter of the 13th of May , you enclosed your 
check for $1, 450 . 
On the 15th of May they bought furnishings that amounted 
to $1,720. 
expressing a date within a sentence, set off the year with commas. 
On January 1, 1863, Lincoln i s sued the Emancipation 
Proclamation . 
1 Use figures in stating exact age in years, months, and days. 
2 
2 
M Con. Prac. 
Line2 
Sue is 12 year s 7 months and 6 days old and weighs 74 
pounds . 
Use words in stating approximate age in years. 
Won't Joseph be fifteen or six teen years old next month? 
State exact age in figures . 
Al is 17 years 3 months and 8 days old. I am older 
than he. 
Paul is 26 yea r s 7 months and 13 days old; Mary, 19 
years 15 days old . 
14 TYPEWRITING STYLE M ANUAL 
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151 Con. Prac. Write units of measure in figures; as, 9 quarts, 3 pecks. 
Line 3 
153 Con. Prac. Express measures in figures; as, 50 quarts, 28 gallons, 13 pecks. 
Line1 
133 3 Type dimensions, weights, distances, and units of measure in figures. 
This floor is 35 by 40 feet, but it is not large enough 
for our group. 
256 Line5 They need a 14- by 20-foot rug for use in their huge 
living room . 
67 1 Express distance in figures except when the distance is a fraction of 
a mile. 
95 3 
82 2 
On a trip of 1,000 miles your tires will flex fully 
1,500,000 times. 
Express dimensions in figures, and spell by in full in ordinary business 
letters. (The symbol x is used for by in technical material.) 
His ten-page booklet, 4 Y, by 7 inches, can be carried in 
your pocket. 
Express measures in figures. 
She used 5 gallons of white paint and 3 quarts of oil in 
the work. 
253 Line 3 In technical reports, type feet as ft. qr ' and inches as in. or "· 
228 P rob. 8 1750 sheets 21 x 32 --86M State Mills--lA 
271 5 Use the small o as a symbol for degrees, t he apostrophe for minutes, 
and the quotation marks for seconds. 
271 3 
271 2 
3:24 
The latitude of Chicago is 41 ° 50' 1" N.; the longitude 
87° 36' 43" w. 
TEMPERATURE 
Temperature is expressed in figures. 
The highest official temperature record for Cincinnati, 
Ohio, is 108° . 
Fahrenheit must be capitalized as it is the name of the inventor of the 
Fahrenheit thermometer and scale. The word centigrade need not be 
capitalized. Use small o as symbol for degrees. 
Water begins to freeze either at 32 ° Fahrenheit or at 
0 ° centigrade. 
Degree symbol, as in 2° : Turn the left cylinder knob toward you 
slightly; hold it with the left hand; type the small letter o without a 
space between the figure and the symbol; then return the cylinder to 
the line position. 
~ 
l 
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67 3 Add 's to form the singular possessive when the noun does not end in s. 
166 3 The boy's desire to take a business course changed his 
father's plans. 
119 4 
48 Con. Prac. 
Line2 
67 4 
The student's good work in typing called forth the 
teacher's praise. 
When a proper name ends m s, add an apostrophe and s to show 
possession. 
Do not pay Brooks's bill for $274 today, but pay 75 
cents at Rogers's. 
Beautiful lines from Bobbie Burns's poems held me 
spellbound. 
Add 's to form the possessive of plural nouns not ending in s ; if the 
plural ends in s, add ' only. 
The men's club met to discuss the boys' work that was to 
be undertaken. 
63 Line5 Misses' and women's dresses at $7 are on sale in our 
57th monthly sale. 
119 5 Proper names ending in s form the possessive plural by adding ' only. 
52 
86 
70 
70 
1 
The Joneses' automobile was parked in front of the 
Davises' house. 
When common possession is to be shown fm: two or more persons, use 
the apostrophe with the last name only. In typed material the under-
score is used to indicate the title of a book. In this sentence the hyphen 
is a part of the spelling of a word and must therefore be underscored. 
Have you read Shields and Wilson's Consumer-Economic 
Problems? 
Line3 The f~ther and mother's plans for their son's work did 
not please Don. · 
2 I ndicate a quotation within a quotation by the single quotation mark 
(the apostrophe) . 
3 
I heard him say, "I will want to read the article, 'So 
Little to Do."' 
The plural form of letters and figures may be expressed with the apos-
trophe and s. 
When Henry writes, I cannot read it for he makes his 2's 
like his z's. 
226 5 In invoice work use ' (apostrophe) to express feet. 
253 Line 3 In technical reports, type feet as ft . or ' and inches as in. or " . 
67 5 Market quotations are expressed in figures. Note that in market quota-
tions the plural of figures may be expressed without the apostrophe. 
We sold South Pacific 4s at 75 3/ 8 after buying them 
earlier at 62 5 / 8. 
16 
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In market quotations, express the plural of figures by adding the s 
without the apostrophe. 
United Funds 4s (Series B) are due in 1956 and are now 
selling at 85~. 
Use the small o as a symbol for degrees, the apostrophe for minutes, 
and the quotation mark for seconds. 
The latitude of Chicago is 41 ° 50' 1" N.; the longitude 
87° 36 1 43" w. 
UNDERSCORE 
Words printed in italics are to be underscored when typed. 
Underscore the word but not the space between words or the marks of 
punctuation. 
DON'T underscore punctuation marks or the space between 
words. 
113 Recon. Pr. The title of a book may be typed in all caps, or it may be typed in 
Note capital and small letters and underscored. 
80 4 
188 Con. Prac. 
Line4 
49 3 
307 5 
307 3 
274 4 
139 Con. Prac. 
Line 5 
I said, "Have you read it?" Did he say, "You have read 
TAX PLANS"? 
Underscore the title of a book that is printed in italics. 
In 1852 Uncle Tom's Cabin began to mold public opinion 
about slavery. 
He said, "Have you read Johnson's book, Future Business 
Leaders?" 
ABBREVIATIONS 
Do not space after a period used within an abbreviation written in 
small lette1·s; as, a.m. If capitals are used, space once after the period; 
as, A.M. or P.M. 
The abbreviations of honorary degrees are written in capitals. 
He received his M. A. degree at Yale and his Ph.D. 
degree at Columbia. 
The expression okeh may be w1·itten as an abbreviation 0. K. It is 
sometimes written as a symbol without periods-thus, OK. · The past 
tense is 0 . K.'d or OK'd. 
This invoice is 0. K. This order is the first one he 
OK'd for them. 
Symbols used for the name of an· organization may be typed solid-
without spaces or periods. 
Angeline Graydon has been living at the YWCA for the 
past eight years . 
Order #1280-Y for 6 cars of 4/ 4 C&B Chestnut (dated 
May 7) is shipped. 
, 
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223 1 
137 2 
256 Line 16 
Jr. , Sr., Inc., and similar expressions after names are considered as 
explanatory and are set off with commas. ·when two or more adjectives 
modify a noun, separate them by commas if they bear the same rela-
tion to the noun. 
Arnold Bosworth, Jr., is recognized as a quiet, effi-
cient worker. 
With p.m. or a.m. (P. M. or A. M.) , use figures. A colon or a period 
may be used to separate hours and minutes. With o'clock, spell ou t 
the time of day. 
His plane will arrive at 3:47 p.m . My train leaves at 
six o'clock . 
The train gets in at ten o'clock. I shall take the 
plane at 5:48 p .m. 
225 1 The symbol # is used to express pounds when it follows figures; to 
express number when it precedes figures . 
The 17,800# of 11/ 16" round #1920 steel was shipped PRR 
car 281453. 
271 1 The names of states, except Idaho, I owa, Ohio, Utah, and perhaps Texas, 
may be abbreviated when they are used with the names of cities. 
In 1941 Henry left Denver, Colo., and settled in Cleve-
land, Ohio. 
244 Prob. 5 On envelopes, spell Street or Avenue in full. When Street, Boulevard, 
82 
166 
61 
Line 4 or Drive is not given, the word Avenue is understood and should be 
used when typing an address on an envelope or the inside address on 
a letter. 
3 
1 
1 
QUOTATIONS 
A direct quotation is enclosed within quotation marks. The first word 
of a direct quotation begins with a capital. 
"The best laid schemes o' mice an' men gang aft a-gley," 
he quoted. 
A quotation not given in fnll does not begin with a capital. 
You should increase your vocabulary, for "reading maketh 
a full man." 
At the end of a quotation, a semicolon or a colon should follow the 
quotation mark; a period or a comma should precede the quotation 
mark. 
I have not read the article "Conquest"; however , I read 
"The Goads." 
2a In a quotation, a question or an exclamation mark is typed before the 
quotation mark if the quoted matter is a question or an exclamation. 
2b The quotation mark is typed first if the quoted matter is not a question 
or an exclamation. 
He said, "Is this very good work?" Did he say, / "This is 
good work"? 
18 TYPEWRITING STYLE MANUAL 
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54 
61 
113 
29 
30 
63 
100 
28 
70 
70 
52 
324 
4 
3 
When the quotation is a question, type the question mark before the 
quotation marks. 
He said, "Will all the work be done by the time you 
leave?" 
A quotation within a quotation is enclosed in single quotation marks. 
Double quotation marks are placed with relation to other punctuation 
marks as shown in following examples : 
He said, "The title of the article is 'An Inner Urge.'" 
He said, "Is the title of the article 'An Inner Urge'?" 
4 When referring to articles and books, it is customary to place in quo-
tations the title of the articles and to underscore or type entirely Jn 
capitals the title of books. 
Note 
3 
Fixation 
Line4 
Line 2 
1 
Con. Prac. 
Line 2 
2 
1 
2 
I have read the book Market-Wise, but not the article 
"Big Swindles." 
The title of a book may be typed in all caps, or it may be typed m 
capital and small letters and underscored. 
I said, "Have you read it?" Did he say, "You have read 
TAX PLANS"? 
Type the quotation mark after the period. 
·He said, "Think right and work right, and you will be 
right." 
Type the comma before the quotation mark. 
His fingers are "running wild," he says. 
I read the article by Dunlap on "How Learning to Type 
Takes Place." 
With "o'clock," spell the number in full; as, "It is eleven o'clock." 
When a period and a quotation mark fall a t the same point, the period 
always precedes the quotation mark. 
We wrote, "Come at six." He said, "I have read the 
story." 
Indicate a quotation within a quotation by the single quotation mark 
(the apostrophe) . 
I heard him say, "I will want to read the article, 'So 
Little to Do."' 
A trade name or trade-mark may be indicated by quotation marks. 
Their new "Longwear" tires will be on sale soon at a 4%% 
reduction. 
The titles of articles should be placed within quotation marks. When 
the quotation is a question, the question mark should precede the quo-
tation mark. Space once after a question mark within a sentence. 
Max Ross's article, "Have You Had Your Daily Dozen?" is 
fine. 
Ditto ("). If an entire line is to be dittoed, use the word ditto or the 
abbreviation do; if only a few words are to be dittoed, use the quota-
tion marks to indicate ditto, placing them under each word. 
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SPACING AFTER PUNCTUATION MARKS 
Space once after a comma. 
Space once after a semicolon. 
Space once after an exclamation point when it is used within a sen-
tence. 
You must think! and act! if you want to become a real 
man! 
Space once after a question mark within a sentence. 
Space once between a whole number and a "made" fraction. 
Space twice after a period at the end of a sentence. 
Space twice after a question mark at the end of a sentence. 
Space twice after a colon. 
Type "made" fractions in the following way: 2/3 
and 3/ 4. 
Space twice after the exclamation point when it is used at the end of 
a sentence. 
You must think! You must act! Then you will be a real 
man! 
49 3 Do not space after a period used within an abbreviation written in 
small letters; as, a.m. If capitals are used, space once after the period; 
as, A. M. or P. M. 
84 Ex. 56 In an outline one space is used after a period following a number or 
Line 4 a letter. 
50 3 
239 3 
214 3 
PUNCTUATION 
A request in the form of a question is usually punctuated with a 
period. 
Will you please give me a full-sized sheet of paper, 
BY, by 11. 
A technically interrogative sentence that is phrased as a question out 
of courtesy but actually contains a request should be followed by a 
period and not by a question mark. 
Will you please send me a copy of your program for the 
May 29 meeting. 
Matter that has no direct relationship to the rest of the sentence may 
be punctuated by dashes. 
It is said--this, of course, may not be true--that she 
will resign. 
~0 
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The dash may be used to punctuate an explanation, a summary o.l' 
what has been said, a side thought or comment, or other variation in 
the sentence thought. Type the dash with a space on both sides of a 
single hyphen or without a space on either side of two hyphens. Be 
uniform in the use of the form you choose. 
A simplified system - and thi s sys tem can be simpli-
fied - can be used. 
A s implified s ys tem--and this system can be simplifi ed--
i s needed now. 
A comma is not used between listed adj ectives when the adjectives 
contribute to one complete thought. A comma should, however, be 
used if the word ''and'' seems to have been omitted. 
Education fails unles s it teaches them to tell the plain 
hones t truth . 
A phrase denoting residence is set off by commas when it is used with 
the name of a person. 
Senator Neilson, of Texas, wi ll arr i ve to s peak here at 
1:30 p.m. 
The omission of a verb within a clause may be indicated by the comma. 
Our sales for this week were $3,456. 79 ; sales last week, 
$2, 967 .45. 
A severe panic occurred in 1837 ; another, in 1873; 
another, in 1893. 
J r ., Sr., Inc., and similar expressions after names are considered as 
explanatory and ar e set off with commas. W h en t wo or more adjec-
t ives modify a noun, separate them by commas if they bear the same 
relation to the noun . 
Arnold Bosworth, Jr., is recogniz ed as a quiet, effi-
cient worker. 
When unrelated groups of figures come together, separate them by a 
comma. 
In 1929 , 147, 280 plows were shipped C. 0 . D. to an 
Afr i can state. 
Use a comma to separate a nonrestrictive clause from the rest of the 
sentence. (A clause is nonrestrictive if the main clause in the sen-
tence can stand alone when the nonrestrictive clause or phrase is 
omitted.) 
His house, which cost $18,500 to build, was sold yester-
day for $9,650. 
Use a comma to set off an expression in direct address. 
We as s ume, Mr. Roberts, that you will ship our order 
#483-Y ver y soon. 
If a dependent .clause precedes the main clause, use a comma. 
If your security is adequa te, you can bor row the money 
at 4%, I think. 
1 
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Use a comma to set off an expression used in apposition. 
Our executive secretary, Mr. Maxton, will see you Friday 
at 10:45 a.m . 
Explanatory expressions are set off by commas. (In the sentence D. C. 
is considered explanatory for Washington and 1942 explanatory for 
April 26.) 
They moved to Washington, D. C., on April 26, 1942, to 
do war work. 
Words in apposition are set off by commas. 
Mr. Austin, the typewriting instructor, spoke on "Speed 
WITH Control." 
Words of direct address are set off by commas. 
I am sure that you, Mr. King, will agree with the gen-
eral conclusions. 
Parenthetical matter may be punctuated by commas. 
He made a settlement, of course, just before they 
decided to sue. 
Matter that has no direct relationship to the rest of the sentence may 
be punctuated by parentheses. 
It is said (this, of course, may not be true) that she 
will resign. 
Parentheses are used to enclose a word or group of words that are 
not a part of the continuous thought. 
Their economic report (probably in brief form) should be 
mailed today. 
Punctuation marks that punctuate only the parenthetic material are 
placed inside the parentheses. Ordinary final sentence punctuation is 
retained regardless of the punctuation occurring within the pal·en-
theses. 
Judge Langdon's charge to the jury was brilliant (as is 
always true!). 
A comma, a semicolon, a colon, and a dash are always placed outside 
the parentheses (unless, in rare instances, they are a part of quoted 
parenthetic material). · 
The work, it is said (and we believe rightly so), is 
important to all. 
An explanation that is complete within itself is punctuated inside the 
parenth~ses. 
He rooms and boards at the Y. M. C. A. {This may be 
written "YMCA.") 
At the end of a quotation, a semicolon or a colon should follow the 
quotation mark; a period or a comma should precede the quotation 
mark. 
I have not read the article "Conquest"; however, I read 
"The Goads." 
2a In a quotation, a question or an exclamation mark is typed before the 
quotation mark if the quoted matter is a question or an exclamation. 
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The quotation mark is typed first if the quoted matter is not a ques-
tion or an exclamation. 
He said, "Is this very good work?" Did he say, "This is 
good work"? 
3 A quotation within a quotation is enclosed in s ingle quotation marks. 
Double quotation marks are placed with relation to other punctuation 
marks as shown in the following examples: 
He sai d, "The title of the article is 'An Inner Urge . '" 
He said, "Is the title of the article 'An Inner Urge' ?" 
4 When refening to articles and books, it is customary to place in quo-
tations the titles of the articles and to underscore or type entirely 
in capitals the title of books. 
5 
Note 
4 
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I have read the book Market-Wise, but not the article 
"Big Swindles." 
SYMBOLS 
In ordinary typing, these special keys are used rather infrequently. 
The symbols are used in typing invoices, market quotations, and state-
ments. 
In market quotations, the symbols ¢ and @ are often 
used. 
The symbols ¢, @, and %. may be used in statements and orders. 
The invoice read: 450 pairs @ 39¢; 2% discount in ten 
days. 
Use either No. or # with the figure. 
Bill #508 calls for a shipment of 36 cars each month 
until March. 
The decision of Judge Long was based on Item No. 12 in 
Section 5. 
When the symbol # is used for pounds, it is typed immediately after 
the figure. 
The 17,800# of ll / 16" round #1920 steel was shipped PRR 
car 281453. 
The symbol % is used in tabulated work and in stating interest. 
Kumpf & Shultz gave us a 6% i nterest -bearing note due in 
90 days. 
In Care of, or the special symbol cj o, should be typed in either of the 
positions for the attention phrase. If space permits, it is better to 
spell out In Care of. Never use the sign %. 
91 Ex. 61 Equal Sign (=). Strike the hyphen; back space; turn the left cylin-
der knob slightly away from you, or depress the left shift key slightly; 
hold the knob or the shift key in this position; and strike the hyphen 
again. 
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slight ly ; hold the knob in thi s posit ion with the left hand ; type t lw 
small o without space between the figure and the symbol. Then r eturn 
the carriage to its space alignment. 
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Usc the small o as a symbol for degrees, th e apostrophe f or minutes, 
and the quotation mark for seconds. 
The latitude of Chicago is 41 ° 50' 1" N., the longitude , 
87° 36' 43" w. 
\Vords printed in italics arc t o be und erscored when typed. 
Use the as terisk (':') fo r footnotes. Use the @ and ¢ in tabulations. 
If your typewri ter does not have the asterisk, strike the small Jetter 
v over capital A. 
Chemistry Symbols, such as H 2 0: Type the capita ls, leaving space 
for the exponent; then backspace t o the position for the exponent; 
turn the right cylinder knob slightly f orward (away from you); or 
depress the shift key sligh tly ; type the exponent. 
Use either # or No. preceding figures. 
Our policy #345987 was issued when he was 18 years and 5 
months old. 
The total expenses were $9,876.45, an increase of 3.4% 
over last year. 
Symbols used for the name of an organization may be typed solid-
without spaces or periods. 
Angeline Graydon has bAen living at the YWCA for the 
past eight years. 
Order #1280-Y for 6 cars of 4/ 4 C&B Chestnut (dated May 
7) is shipped. 
An ab-breviation, when used as a symbol, may be written without 
punctuation. 
He rooms and boards at theY. M. C. A. (This may be 
written "YMCA.") 
It is not good form to use symbols m addresses on envelopes or 
letter s. 
Do not use the symbol "%" for "In Care of" when writing 
an address. 
In invoices use " (quota tion mark) for ditto, used as a sign of 
repetition. 
Use " (quota tion mark) to express inches. 
Vse ' (apostrophe) t o express feet, 
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CHARACTERS NOT · ON THE KEYBOARD 
Algebraic Terms, such as (x + y) 3: Type the letters and symbols 
first; then fill in the exponents. To place an exponent, turn the cylin-
der toward you slightly. 
Brackets [ 1: Type the diagonal; backspace and type the under-
score; roll the cylinder toward you one space; type the underscore to 
complete the top of the bracket. To make the second bracket, type 
the underscore immediately after the last letter or character; type the 
diagonal; roll the cylinder toward you one space; backspace once; 
type the underscor e to complete the top of the bracket. [ 1 
Caret (_/) : Type an underscore under the last letter of the word 
before the omission; then t ype the diagonal in the space between 
this word and the following one. 
Chemistry Symbols, such as H 2 0: Type the capitals, leaving space 
for the exponent; then backspace to the position for the exponent; 
turn the right cylinder knob slightly forward (away from you): type 
the exponent. 
Degree Symbol, as in 2°: Turn the left cylinder knob toward you 
slightly; hold it with the left hand; type the small letter o without 
spt.tce between the figure and the symbol; then return the cylinder to 
the line position. 
Ditto ("): If an entire line is to be dittoed, use the word ditto or the 
abbreviation do; if only a few words are to be dittoed, use the quota-
tion marks to indicate ditto, placing them under each word. 
Division Sign (---:--- ) : Strike the colon; backspace; and strike the 
hyphen. 
Equal Sign (=): Strike the hyphen; backspace ; turn the cylinder 
forward slightly (or depress the shift key slightly); and strike the 
hyphen again. 
Plus Sign ( +) : Lock the shift key; turn the left cylinder knob back 
(toward you) approximately half the line space; strike the under-
score; and return the cylinder to its line position. Backspace and 
sh·ike the apostrophe. Backspace ; turn the left cylinder knob for-
ward (away from you) approximately half the line space; and strike 
the apostrophe. 
If your typewriter does not have the asterisk, strike the small letter 
v over capital A. 
Use the small letter 1 for the figure 1. 
Type the dash with a space on bo th sides of a single hyphen, or with-
out a space on · either side of two hyphens. Be uniform in the use of 
the form you choose. 
Use the small o as a symbol for degrees, the apostrophe for minutes, 
and the quotation mark for seconds. (Latitude-longitude) 
Use " (quotation mark) for ditto, used as sign of repetition. 
Use " (quotation mark) to express inches. 
Use ' (apostrophe) to express feet. 
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Words printed in italics are to be underscored when typed. 
The exclamation point is made by the use of two regular keyboard 
characters, the apostrophe (') and the period (.). Shift with the left 
hand, hold the space bar down with the left thumb, and strike the 
apostrophe and period before releasing either the space bar or the shift 
lcey. 
MANUSCRIPT TYPING 
In typing manuscripts, use paper of uniform size, usually 8lj2 by 11 
inches. Most manuscripts should be typed with double spacing, but 
quoted material of more than four lines may be single spaced and 
indented on the left and the right. When quotations are thus set off 
by single spacing and by the indentions, it is not necessary to use 
quotation marks, although the use of the marks is not incorrect. 
Use an approximate 2-inch top margin on the first page, with the 
heading centered horizontally and typed in all capital letters. If the 
heading is a quotation, a question, or an exclamation, use the appro-
priate mark of punctuation, but a period is not used with the title, 
or heading. Triple space between the heading and the first line of the 
copy (two extra spaces). 
If the manuscript is to be bound at the left, leave a left margin of 
11;2 inches, and a right margin of approximately an inch. If the 
manuscript is to be bound at the top, leave an inch for both the left 
and the right margins. 
Number each page except the first. Use Arabic numerals. Type the 
number approximately an inch in from . the right edge of the paper 
and approximately a half inch from the top of the page. It is also 
correct to number the pages in the center unless there is to be a top 
binding. If the manuscript is to be bound at the top, leave a top 
margin of 1 1;2 to 2 inches and number the pages at the bottom, begin-
ning with the second page. Place the figure in the center, approxi-
mately an inch from the bottom of the page. 
PLACEMENT OF COPY 
Six single line spaces make a vertical inch. Ten thumb spaces make 
a horizontal inch of pica type; 12 thumb spaces make a horizontal inch 
of elite type. Paper 81;2 by 11 inches has 66 writing lines of 85 pica 
or 102 elite spaces. (In using elite type, a centering point of 50 is 
recommended with a total writing line of 100 instead of 102 spaces.) 
163 Par. 4 Titles of books, periodicals, and theses are generally under~cored in 
typewritten material. It is acceptable, but not the best practice, to 
quote the title of a book. 
Par. 5 A page should never end with a hyphenated word. If possible, avoid 
ending two consecutive lines with a hyphenated word. Never have 
just one line of a paragraph on a page. The bottom margin may be 
one line narrower or wider to avoid carrying the last line of a para-
graph to the following page or to avoid leaving a hyphenated word 
at the end of the :pa~e. 
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Typed material having separate chapters or other definite divisions 
should have a table of contents. A table of contents includes the title 
of each chapter or division and the page number on which the chapter 
or division commences. 
If a title page is used wi th a manuscript, this display page contains 
(1) the t itle of the book or the article and (2) the name of the author. 
Other information is added to the title page of a book that is to be 
published . . .. In addition to the title of the book and the name of 
t he author, the name of the publisher and the places of business of 
t he publisher are given. The copyright elate may be given on the title 
page, or it may be given on the following page. 
A heading centered horizontally and typed with an extra space after 
each letter is sometimes known as a spread heading. 
B U S I N E S S L E A D E R S 
When centering horizontally, determine the center of the paper; then 
place half the letters and the spaces of the line to be centered t o the 
left of the center of the paper and half to the right of the center of 
the paper. 
End the first page so as to avoid carrying only one line of the para-
graph to the second page. Type the figUTe 2 one-half inch (3 spaces) 
from the top and 1 inch from the right edge of the second page, 
double-space, and continue typing the copy. 
Never end a page with one line of a paragraph. 
Never carry only one line to a second page. 
Never end a page with a hyphenated word. 
SPACING AFTER PUNCTUATION 
Refer to page 19 of this booklet. 
SYLLABICATION 
55 Man. Drill If you are typing a one-syllable wOl'd when the bell rings, complete 
146 
Note the word . If you are typing a word of more than one syllable, com-
plete the syllable if syllabication can be made at that point, strike the 
hyphen, and complete the word on the next line. 
31 In your work you must develop a sense that will assist you to syllabi-
cate correctly. 
1 
Follow the r ule that a word should be divided only when it is neces-
sary in order to avoid a ragged right margin. 
If possible do not divide words at the ends of more than two consecu-
tive lines of typing. 
Follow the rule of dividing between a suffix and the letter preceding 
it ; between a prefix and the letter following it. 
Avoid separating a two-letter syllable at the beginning of a word 
from the rest of the word. 
2 The suffix sion or tion is separated from the rest of the word as onl' 
syllable. 
3 A word pronounced as one srllable is not divi(}eq . 
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When a consonant is doubled within a word, divide the word between 
the consonants. 
When two vowels coming together are pronounced sepamtely, eli vide 
between the vowels. 
A syllable that does not contain a vowel (as in wottldn't) must not be 
separated from the remainder of the word. 
Words ending in such terminations as able, ible, ical should usually be 
divided between the stem of the word and the termination. (Example: 
lov-able.) Note that such words as ame-na-ble, fea-si -ble, and de-fen-
S'i-ble, the termination is ble and the vowel preceding it is considered 
a part of the preceding syllable. 
3 When a root word ends with a double letter, separate the suffix from 
the root word. Note that the endings cian, cion, gion, sion, and tion 
are kept as syllables, regardless of word derivation. (Examples : 
gttess-ing, exp1'es-sion. ) 
4 When a word is to be divided at a point where two vowels that are 
pronounced separately come together, these vowels should be divided 
into separate syllables. (Example: The word graduation may be 
divided between the tt and the a even though such a division does 
carry a one-letter syllable at the beginning of the second line.) 
1 Divide a word only when it is necessary to do so. A word of four 
letters must not be divided. If possible, avoid dividing words of five 
or six letters. The division must come between syllables. The addition 
of the past tense to a word does not necessarily add an extra syllable. 
(Example : gttessed.) 
2 When a word containing three or more syllables is to be divided at a 
one-letter syllable, the one-letter syllable should be typed on the first 
line rather than on the second line. A one-letter syllable at the be-
ginning of a word must not be separated from the rest of the word. 
3 When a final consonant is doubled before a suffix, the additional con-
sonant should be placed with the suffix. 
4 
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QUOTATIONS AND FOOTNOTES 
When referring to articles and books, it is customary to place in quo-
tations the titles of articles and to underscore or type entirely in capi-
tals the titles of books. 
I have read the book Market-Wise, but not the Article 
"Big Swindles . " 
Underscore the title of a book that is printed in italics. 
In 1852 Uncle Tom's Cabin began to mold public opinion 
about slavery. 
167 Ex. 123 In typing unpaged copy containing footnotes, estimate four lines 
for each footnote. You must plan to save space for the footnotes in 
addition to leaving an inch for the bottom margin. 
Footnotes may be numbered consecutively throughout an article or n 
chapter of a book, or they may be numbered consecutively on each 
page, the first footnote on each page being '' 1. '' Be uniform in the 
numbering of footnote references. 
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The use of a backing sheet (or special carbon paper) with numbers 
at the right will indicate quickly the number of lines left on the page. 
Leave approximately four lines for each footnote, in addition to 
the bottom margin of 1 inch. Number the pages, except the first page. 
Place the number in the upper right-hand corner approximately Yz 
inch from the top and 1 inch from the right edge of the paper. 
In referring to footnotes, use superior figures in the text. Place the 
figure after the punctuation mark, if any, but do not space between 
the punctuation mark and the figure. If a reference figure is used 
with a quoted excerpt, it should stand at the end of the quotation. 
Number the references to footnotes consecutively on the page. The 
fo<;>tnotes must appear on the same page as that on which the refer-
ence fig·ures appear. Separate the footnotes from the text by a line 
extending approximately an inch from the left margin. Type footnotes 
with single spacing, but double-space between them. 
165 Ex. 122 In placing the superior figure for a reference to a footnote, turn the 
cylinder toward you approximately one half of a line space; type the 
figure without releasing the cylinder, then return the cylinder to its 
line position. 
When two footnotes contain references to the same work and follow 
each other without any intervening footnote, use Ibid., the abbrevia-
tion for ibidem (meaning· "in the same place"), and the exact page 
number for the second footnote. 
1. Ibid., pp. 48 and 49. 
64 Con. Prac. Use the :~; for footnotes. 
63 
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If your typewriter does not have the asterisk, strike the small letter 
v over capital A. 
POSSESSION AND ABBREVIATIONS 
When common possession is to be shown for two or more persons, use 
the apostrophe with the last name only. In typed material the under-
score is used to indicate the title of a book. In this sentence the 
hyphen is a part of the spelling of a word and must therefore be un-
derscored. 
Have you read Shields and Wilson's Consumer-Economic 
Problems? 
Type round numbers (numbers in even units such as hundreds and 
thousands) in words. 
They had at least three thousand in the cheering section 
for the game. 
At the beginning of a sentence, a number must be spelled in full. 
An abbreviation, when used as a symbol, may be written without 
punctuation. 
He rooms and boards at the Y. M. C. A. (This may be 
written "YMCA.") 
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The abbreviation of honorary degrees are written in capitals. 
He received his M. A. degree at Yale and his Ph .D. 
degree at Columbia. 
PERSONIFICATION 
Capitalize words that are personified. 
Who did you say made a 42 per cent profit in 1926 with 
King Cotton? 
HOW TO OUTLINE 
2!) 
83 Pro b. 1 You may use the topic outline, the sentence outline, the paragraph 
outline, or a combination of these forms. 
An outline consists of several sections, each having a main heading 
and any number of subheadings that may be needed to give complete 
information. Numerals and letters are used to indicate the divisions 
of an outline. No particular sequence of numerals and letters has 
been agreed upon by all authorities. Any one of several forms, differ-
ing in minor points, is acceptable .... The use of punctuation marks 
at the ends of the lines of a topic outline is a matter of personal 
preference or school usage. It is better, in general, to use the correct 
punctuation marks with the sentence and the paragraph form of out-
line, but not with the topic outline. 
It is incorrect to have a subdivision designated as "1" or "a" with-
out a second subdivision marked '' 2'' or ''b.'' 
ROMAN AND ARABIC NUMERALS 
83 Prob. 2 It is customary to use Roman numerals for the major divisions of a 
manuscript, a book, or an outline, and to use Arabic numerals for the 
secondary divisions. A volume or a chapter number should be ex-
pressed in Roman numerals. The numbers of sections, pages, and other 
minor divisions · should be expressed in Arabic numerals. 
1 I 
2 II 
3 III 
4 IV 
5 y 
6 VI 
7 VII 
8 VIII 
9 IX 
10 X 
133 4 Type major portions of a manuscript in Roman numerals and minor 
divisions in Arabic numerals. Note the capitalization of major divi-
sions. 
256 Line 1 
142 Con. Prac. 
Line1 
256 Line 7 
124 Line 2 
The information is given in Figure 6 of Part II, Chapter 
IX, page 581. 
You can find the quotation in Vol. VI, Section 3, pages 
98-i05. 
I found the quotation in Volume VIII, Section 4, pages 
210-213. 
The data are portrayed in Part II, Chapter XI, Chart 9, 
page 260. 
I read Judge Baxter's decision in Volume III, Section 5, 
page 1049 . 
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Page Te~~:~~u e THESIS TYPING 
167 123 Use a 60-space line, double spacing, and a 10-space paragraph inden-
tion. Leave a 2-inch top margin on the firs t page. On succeeding 
pages, leave a half inch top margin; then number the page an inch 
from the right edge of the paper, double-space, and continue typing 
the text. In typing unpaged copy containing footnotes, estimate four 
lines for each footnote. You must plan to save space for the footnotes 
in addition to leaving an inch for the bottom margin. 
48 
80 
52 
Note 
1 
Footnotes may be numbered consecutively through an article or a 
chapter of a book, or they may be numbered consecutively on each 
page, the first footnote on each page being '' 1.'' 
The use of a backing sheet (or special carbon paper) with numbers 
at the right will indicate quickly the number of lines left on the page. 
CENTERING 
VERTICAL CENTERING 
To determine equal top and bottom margins, you must place the ma-
terial by vertical centering. 
Count the lines required to type the material. Subtract the number 
from the number of available writing lines ( 66 for a full sheet; 33 
for a half sheet). Divide by 2 to obtain the width of t he top and 
bottom margins. If the result contains a fraction, let the extra line 
appear in the bottom margin. 
HORIZONTAL CENTERING 
To determine equal side margins, you must place the material by 
horizontal centering. If you subtract the length of the line to be 
typed from the total available writing spaces (85 pica !'paces or 102 
elite spaces for paper 8% inches wide) and divide by 2, you will 
know how many spaces to leave in the left and right margins. 
When centering horizontally, determine the center of the paper; then 
place half the letters and the spaces of the line to be centered to the 
left of the center of the paper and half to the right of the center 
of the paper. 
MAKING CORRECTIONS 
REINSERTING THE PAPER 
I nsert a sheet of paper into the typewriter, and type the word thinlc. 
Before throwing the carriage, find the margiJ: scale. Note the relation 
of the top of the scale to the bottom of the letters. Move the carriage 
so that one of the white lines on the scale points to the letter i in 
the word thinlc . 
.As typewriters vary slightly, study the machine you are using. 
2 Remove the paper from the · typewriter; then reinsert it. Gauge the 
line horizontally and, through the use of the variable line spacer, set 
the line so that the top of the line scale is in the right relation to the 
bottom of the letters in the word. 
' 
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3 Through the use of the paper release, move the paper to the left or 
the right, as necessary, and gauge the correct letter spacing by cen-
tering with the letter i. 
4 Retype the word over the first writing. The second writing should 
print exactly over the first. Strike the keys lightly. 
1 
2 
3 
ERASING 
Move the carriage to the right or the left before erasing. This will 
prevent erasure waste from falling into the typewriter mechanism. 
Use an eraser shield to protect the writing that is not to be erased. 
If the erasure is to be made on the upper two-thirds of the paper, tum 
the cylinder forward. If the correction is to be made on the lower third 
of the paper, turn the cylinder backward so that the proper alignment 
of the type will not be disturbed. (You will have to use this "back-
feeding" in correcting manuscripts bound at the top.) 
SQUEEZING LETTERS 
It is often advisable to "squeeze" an omitted letter in a half space 
and thus save erasing the entire word or r etyping the page. 
When a letter has been omitted from the end of a word and if your 
typewriter has the half-space mechanism, move the carriage to the 
last letter typed; depress and hold down the space bar as you type 
the omitted letter. If your typewriter does not have the half-space 
mechanism, move the carriage to the space following the word; de-
press the backspace key halfway and hold it in that position as you 
type the omitted letter. 
If a letter has been omitted from the beginning of a word and if your 
typewriter has the half-space mechanism, move the carriage to the 
space between this word and the preceding one; depress and hold down 
the space bar as you type the omitted letter. If your typewriter does 
not have the half-space mechanism, move the carriage to the first 
typed letter of the word to which the correction is to be added; de-
press the backspace key halfway and hold it in that position as you 
type the omitted letter. 
TABULATING 
The typist is frequently called upon to arrange statistical or other 
material in columns. This process is called tabulating. Probably tbe 
most important feature in tabulating is the planning of the work. In 
doing this, keep in mind that clearness and compactness are the two 
most essential qualities. Analyze carefully the facts and the figures 
to be tabulated before you determine the general headings and the 
headings of the columns. The width of each column and the general 
layout of the whole must be determined. All this should first be 
worked out with pencil and paper. 
In the arrangement of words or phra.ses in tabulated form, the left 
margin of the column should be straight. In the tabulating of figures, 
the right margin of the column should be kept straight unless decimals 
are being used, in which case the decimal points must be kept in a 
vertical column. 
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Six single line spaces make a ver tical inch. Ten thumb spaces make 
a horizont al inch of pica type; 12 thumb spaces make a horizontal 
inch of elite type. Paper 8% by 11 inches has 66 writing lines of 
85 pica or 102 elite spaces. (In using elite type, a centering point of 
50 is recommended with a total writing line of 100 instead of 102 
spaces.) 
TABULATING STEPS 
Determine the vertical placement : 
a. Count the lines required to type the material; include extra lines 
needed between the main and the secondary or columnar headings. 
Use triple spacing between the main and the secondary headings. 
Use double spacing between the secondary beading and the line of 
tabulation. 
b. Subtract this number from 66, the number of available lines on 
paper 8% by 11 inches. 
c. Divide by 2. This result is the number of lines you must space 
down from the top of the paper befOTe you type the main heading. 
Disregard fractions. 
Determine the hor izontal placement of the columns: 
a. Count the number of spaces that will be used in typing the longest 
line in each column. 
b. Add the spaces for all the columns and subtract this sum from 85 
for pica (with 42 as the centering point) or 100 for elite type (with 
50 as the centering point). 
c. Divide the result by one more than the number of columns in the 
tabulated report. This number represents the number of spaces to 
be left in each margin and between the columns. If the number is 
not evenly divisible, add the remaining spaces to the width of the 
left and right margins . 
THE BUSINESS LETTER 
PLACEMENT OF THE LETTER 
Classify letters as to length: short, medium, long, and t wo-page. 
DOUBLE-SF ACED LETTERS 
SPACE BETWEEN 
CLASSIFICATION WORDS IN BODY LENGTH OF DATE AND INSIDE 
OF LETTER OF !JETTER LINE ADDRESS 
Short Up to 60 40 8 to 10 
Short 61 to 100 50 6 to 8 
SINGLE-SP,ACED LETTERS 
SPACE BETWEEN 
CLASSIFICATION WORDS IN BODY LENGTH OF DATE AND INSIDE 
OF LETTER OF LETTER LINE ADDRESS 
Short 61 to 100 40 8 to 10 
Medium 101 to 200 45 to 50 6 to 8 
Long 201 to 275 55 to 60 4to 6 
Two-page More than 275 60 4to 6 
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111 If the letter has only a few words more than 275, it is better to crowd 
the page somewhat in order to avoid using two pages. If elite type 
is used, a long letter of from 201 to 325 words may be typed on one 
page by increasing t he length of the line to _ 65 or 70 spaces. Letters 
having unusual features, such as tabulated material, long quotations, 
or an unusual number of lines in the inside address or the close, may 
necessitate changes in the adjustments called for in the placement table . 
207 Type the second page heading on plain paper approximately 2 inches 
from the top of the page. It is correct to use the block form for the 
second page heading with any style of letter. You may also use a one-
line heading with any style of letter. H ave 3 or 4 line spaces between 
the heading and the body of the letter. 
109 
Mr. Walton L. Jackson 
Page 2 (Current Date) 
or 
Mr. Walton L. Jackson 2 (Current Date) 
OUTLINE OF THE SETUP OF THE BUSINESS LETTER 
A. Letterhead 
1. Standard page, 8% by 11 inches. 
2. Average depth of heading, 2 inches. 
B. Date Line 
1. On letterhead paper type the date on the second line below 
the city and state line. 
2. The date line may be 
a. Centered under the city and state. 
b. Indented 5 spaces to the right of the beginning of the 
city name. 
c. Begun under the first letter of the city name. 
d. P laced to end at approximately the right margin of the 
letter. This p lan is followed if the letterhead is un-
usual in its arrangement. 
3. I n the date line spell the month in ~ull. 
4. When the month, the day, and the year appear on one line, 
type the day and the year in figures and separate them by 
a comma. 
C. Spacing Between the Date Line and the Address 
This is determined largely by the length of the letter. Six 
single spaces between the date line and the first line of the 
address will usually give a satisfactory placement for letters 
of average length. Regardless of the length of the letter, 
have at least 3 single spaces between the date line and the 
inside address. 
D. Address 
1. The official title in the address may be placed on the second 
line, before the company name, and may be followed by a 
comma. If the second line is very long, however, the official 
title may be typed on the first line and separated from the 
personal name by a comma. A particularly long official title 
may be correctly placed on a separate line. 
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109 2. The first line of the address is typed even with the left 
margin. 
3. In the indented style of letter the second line of the address 
is indented 5 spaces from the left margin; the third line, 
10 spaces. 
4. Leave a blank line between the last line of the address and 
the salutation. 
5. Spell St1·eet and Avenue in full, unless abbreviations are 
needed for balance. 
E. Attention Line 
1. This is typed on the second line below the last line of the 
address. 
2. In the indented form the line is either centered or begun 
at the paragraph point; in the block form it is typed even 
with the left margin. 
F. Salutation 
1. This is always typed even with the left margin on the sec-
ond line below the address; or if there is an attention line, 
on the second line below the attention line. 
2. The salutation is followed by a colon unless open punctua-
tion is used. With open punctuation, a colon is not needed. 
3. Double-space between the salutation and the subject line or 
between the salutation and the first line in the body. 
G. Subject Line 
1. Unless the printed letterhead indicates the place for the sub-
ject, type the subject between the salutation and the first 
paragraph of the letter with a blank line before and after. 
2. Arrange long subjects in 2 lines. 
3. The subject is treated as a manuscript heading and is not 
followed by a period. 
H. Body of Letter 
1. Letters that are single spaced require double spacing be-
tween paragraphs . 
. 2. The first line of a paragraph is usually indented 5 spaces 
when the indented form is used. Ten-space indentions are 
also sometimes used. 
I. Complimentary Close 
1. Type the complimentary close on the second line after the 
last line of the body of the letter. 
2. The first word only is capitalized. 
3. In the indented and the modified block styles, the compli-
mentary close usually begins slightly to the left of the cen-
t er. The longest of the closing lines of the letter should not 
extend noticeably beyond the right margin. 
J . Company Signature 
1. When used, type in capitals on the second line below the 
complimentary close. 
2. In the indented form, indent the company signature 5 spaces 
from the beginning of the complimentary close. 
3. In the block form of letter, the company signature begins 
even with the complimentary close. 
1 
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1. The official title is typed in capitals. and small letters on the 
fourth line below the company signature. If a company sig-
nature is not used, type the title 4 spaces below the compli-
mentary close. 
2. If an official title is not used, the dictator's name may be 
typed in the positi.on usually given to the official title. 
3. The official title may be typed below the typewritten name 
of the dictator. 
L. Reference Initials 
1. Reference initials, the initials or the name of the dictator 
and the initials of the stenographer, are typed flush with 
the left margin of the letter, a double space below the official 
title. If the dictator's name is typed in the signature, it is 
not necessary to include his initials in the reference line. 
2. If the letter does not carry an official title or the typewrit-
ten name of the dictator, the reference initials are typed on 
the fourth line below the company signature. 
3. If the letter has neither a company signature, the typed 
name of the dictator, or an official title, leave 6 to 8 spaces 
between the complimentary close and the reference initials. 
M. Enclosure 
1. Enclosure is typed at the left margin 2 lines below the ref-
erence initials. 
2. More than one enclosure is indicated by the figure typed 
after Enclosu1·es. 
LETTER STYLES OR FORMS 
Block Style. In the block style of letter all lines begin flush with the 
left margin. This is the simplest form to type, but because it gives 
the page a rather unbalanced appearance it is not often used. 
Modified Block Style. The variations of the block style are known as 
modified block styles or semiblock styles. The date is placed in rela-
tion to the printed city and state line, and the lines for the compli-
mentary close and signature begin approximately at the middle of the 
page. In some forms the paragraph is indented 5 spaces. 
Indented Style. I n the indented style each line after the first line of 
the inside address is indented 5 spaces, and the first line of each para-
graph is indented 5 spaces. The closing lines star t approximately at 
the middle of the page and each line after the complimentary close 
is indented 5 spaces. 
Inverted-Paragraph Style. In the inverted-paragraph style the inside 
address, the first line of each paragraph, and the closing lines are 
typed flush with the left margin. All lines of the paragraphs except 
the first are indented 5 spaces from the margin. 
PUNCTUATION OF LETTERS 
The body of a letter is punctuated according to the ordinary r ules of 
punctuation. There are, however, variations in the punctuation of the 
special lines in a letter. Three forms of punctuation are open, close. 
and mixed. 
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Open Punctuation. In open form no marks of punctuation are used at 
the end of special lines. 
Close Punctuation. In close form of punctuation a period is used at 
the end of the date line, a period at the end of the final line of the 
inside add.ress and a comma at the end of each of the other lines of 
the address, a colon after the salutation, and a comma after the com-
plimentary close. Although the comma was permitted as a mark of 
punctuation after the salutation in a strictly personal letter, a colon 
is the only mark of punctuation permitted after the salutation in a 
business letter. 
Mixed Punctuation. In this form punctuation marks are not required 
after the date line or the inside address, but the colon is used after 
the salutation and the comma after the complimentary close. 
Reference Initials. Refer ence initials are typed at the left margin of 
the letter. The reference line includes the initials (or name) of the 
dictator and initials of the stenographer , separated by some mark of 
division. Place the reference initials 6 spaces below the complimentary 
close. This placement of the reference initials may be varied as the 
length of the letter makes a modification of the suggested placement 
desirable. 
Type the complimentary close 2 spaces below the last line of the body 
of the letter, starting 5 spaces to the left of the centering point. 
The correct placement of the reference initials when the company sig-
nature and the official title are not used is 6 to 8 spaces below the 
complimentary close. 
A postscript may be a final paragraph to be begun on the second line 
below the word Enclosu1·e. It need not be preceded by the letters 
P. S. that are sometimes added to indicate a postscript. 
The postscript is typed with '' P. S. '' at the left and the actual post-
script beginning 2 spaces at the right of the period after the "S." 
ADDRESSES AND SALUTATIONS 
Indented Style 
112 Ex. 76 Inside addr ess with official title on the second line. 
Mr. Joseph D. Ellsworth 
President, Ellsworth & West 
East St. Louis, Illinois 
Block Style 
114 Ex. 77 Address with the official title on the first line, and typed with close 
punctuation. 
Mrs. Maxine V. Judd, Principal, 
Lamont Academy for Girls, 
Fairmont, West Virginia. 
121 Ex. 82 Long official title placed on separate line in inside address. 
Mr. Francis B. Harrington 
Director of Purchases 
Studebaker Publishing Co. 
Muncie, Indiana 
1 
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Inside address with an attention line. 
The attention phrase does n·ot affect the form of the salutation. The 
letter is addressed to the company and therefore takes a salutation 
appropr iate for a company. 
Treadwear Tire Company 
Automotive Building 
Cleveland, Ohio 
Attention Mr. J. B. Harman 
Gentlemen : 
Placement of the subject line at the paragraph point. 
Mr. Jasper L. Wright, President, 
Wright Sign and Poster Company, 
Grant Building, 
Pittsburgh, Pennsylvania. 
Dear Sir: 
SUBJECT: Directory Advertisement 
276 P rob. 4 Subject begun on the same line as the date line and at the extreme left 
margin, typed on two lines. 
Subject: Order No. D-9146 
Numbering Machine 
Such a notation is often found on the correspondence of certain large 
companies. I n such cases the word ''Subject'' is sometimes printed 
on t he letterhead. 
197 Pro b. 5 Placement of the blocked attention and subject lines. 
Note that the word subject is made prominent by being typed in 
capitals. 
The Bell Telephone Company 
Seventh Avenue 
Pittsburgh, Pennsylvania 
Attention Mr. F. M. Johnson 
Gentlemen: 
SUBJECT: Copy for Directory Advert i sement 
275 Prob. 2 File number begun one line above the dat e line and at the extreme left 
margin, type on two lines. 
27() prob.2 
(c ) 
In reply please 
refer to File No. 469-Y 
.Such a notation is often found on government correspondence and on 
the correspondence of certain large companies. In such cases the 
words " I n reply please refer to File No." are usually printed on the 
letterhead. 
The notation " In Re" or "Re" is sometimes used in place of the 
word "Sub~ect," This expression means "in the matteT of" or "con-
ceTninfJ,'' 
38 
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One placement of the file number (a double space below the date ) . 
March 30, 1942 
File No. 260-1 
2·75 Prob. 1 Salutation used in a letter addressed to a firm composed of women. 
The Women's Hat Shoppe 
914 East Main Street 
Cincinnati, Ohio 
Ladies: 
277 Prob. 5 Salutation for a firm composed of a man and a woman. 
John and Ruth Williams 
Commercial Artists 
2916 Main Street 
Springfield, Ohio 
Dear Sir and Madam : 
247 Prob. 2 One form for addressing more than one person. 
The original of the letter will be sent to the one whose name appears 
first; carbon copies will be. sent to the others whose names appear on 
the letter. 
Mr. Paul N. Burns 
Mr. Edward Parki nson 
Mr. C. W. Arlington 
Mr. Andrew S. Talbott 
Gentlemen: 
(Current Date) 
Inventory Sheet--ML 21-A 
248 Prob. 3 Interoffice (or interdepartmental) letter. 
The headings Date, Office, File, Subject, F1·om, and To are usually 
printed on the interoffice form. The arrangement may differ slightly . 
. . . M1·. (or other titles of courtesy), the salutation, and the compli-
mentary close are usually omitted from the inte1·office letter. 
Form P-27 
INTEROFFICE CORRESPONDENCE SHEET 
CLARENCE-WALTON COMPANY 
Subject: Personal Contact Plan 
From : M. W. Morrowfield 
Sales Manager 
To: Mr. Walker T. Roper 
Vice-President 
Date : September 8, 1942 
Office: Central 
File : ML 21-A-138 
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Indented form of complimentary close, slightly to the left of center. 
Yours very truly 
MARPOR FIXTURES COMPANY 
Sales Manager 
HMD:CG 
Enclosure 
Dictator's name typed above the official title, with notation showing 
more than one enclosure. 
Three or four spaces are left between the company name and the 
typed name of the dictator. When this style is used, the reference 
initials may consist of the initials of the stenographer only. 
More than one enclosure is indicated by the correct figure typed after 
the word Enclosw·es. 
ejs 
Enclosures 2 
Yours very truly 
Hardy & Hamilton 
6.ruJ # Jtl/ 
Earl G. Hays 
Manager 
The correct placement of the reference initials when the company sig-
nature and the official title are not used is 6 to 8 spaces below the 
complimentary close. 
Yours very truly 
~~&~ 
DTD:EJS 
Closing lines with the dictator's name typed in the official title position. 
Yours truly 
HARDY & HAMILTON 
~.f.~ 
J. F. Hardy 
PSL 
40 TYPEWRITING STYLE MANUAL 
Technique 
Page Study 
277 
280 
121 
Prob. 5 
(c) 
When the typed · company signature consists of a company name and 
a division name, the two names may be typed on two lines, each line 
centered from the middle point of the complimentary close. The name 
of the dictator and his title are then typed below the division name, 
and centered from the middle point of the complimentary close. 
cjm 
Very truly yours 
RALPH LANDE & SONS, INC. 
Division Office Equipment Mfrs. 
IFfLvf~ 
Ralph Lande, Manager 
In a long letter typed on one page, the company signature may be 
omitted if printed on letterhead. Reference initials and enclosure are 
typed on same line with official title. 
Sincerely yours 
~~~ 
RR/ 1 Amount due, $323.70 Richard S. Rolph, Secretary 
Closing lines with dictator's name typed on line with official title. 
Signature blocked with position of complimentary close. Mailing nota· 
tion two spaces below the r eference initials. 
Very truly yours 
THE OFFICE EQUIPMENT COMPANY 
C_'ff. £~ 
E. R. Locke, Sales Manager 
JC 
Catalogue No. 56 Mailed 
187 Ex. 140 McCreery and Company have the company name typed in the signature 
in small letters because of the small "c" in the name "McCreery." 
The title of the dictator, but not the name of the dictator, is typed 
under the space provided for the handwritten signature. 
NBK:EGL 
Very truly yours 
McCreery and Company 
(~~~a7~ 
Personal Service Shopper 
r Technique Page Study 
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With the block style of letter the closing lines and signature are typed 
at the left margin. 
Yours very truly 
TREADWEAR TIRE COMPANY 
r;. (3 ./~ 
J. B. Harman 
Sales Manager 
ESL 
Closing lines without a company signature. 
Observe the correct form of the reference initials when the dictator's 
name belongs to the " Me" group of names. 
Yours very truly, 
Manager 
CHMcC:MRB 
Dictator's name in the position for the reference initials. 
Extra carbon copy for service engineer. 
Yonrs very truly, 
.:? 'fl?. ~ 
Manager 
FMJohnsonj abs 
Copy to Mr. Wexford, Service Engineer 
Most business letters carry the penwritten signature of the dictator. 
The nature of the letter and office custom determine whether the letter 
carries a typed company signature. 
Observe the correct form of the reference initials when the dictator's 
name is typed in the signature position. 
jm 
Yours very truly, 
!(~of!~ 
Ronald L. Arlington 
First Vice President 
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277 Prob. 4 Signature line before the official title. The line should begin at the 
same point as the other closing lines. If several items are enclosed in 
a letter , they may be listed under the word "Enclosures. " 
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M 
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Very truly yours 
CHARLES R. BLAKE COMPANY 
~.#.~ 
CDT:LY 
Enclosures 
Order No. D-9146 
Leaflet 
Typed signature of a firm composed of women. 
Very truly yours 
, Manager 
(~) h?~ 1/J~ 
MARY AND JUNE BARTH 
Letter without penwritten signature, showing a typewritten signature 
and the use of a number to identify the dictator. 
Yours very truly 
TRANSPORTATION ASSOCIATION, Inc. 
17:ms 
Enclosure 1s typed at the left margin 2 lines below the reference 
initials. 
More than one enclosure is indicated by the correct figure typed after 
the word . Enclosures. 
244 Prob. 7 Enclosures of approximately the same size as the letter paper should 
be placed behind the letter. Small enclosures, such as a check, are 
placed in front of the letter with which they are to be mailed. 
277 Pr0b. 5 The postscript is typed with " P. S." at the left margin and the actual 
postscript in block f orm beginning 2 spaces at the right of the period 
after the '' S. '' This is one of the accepted forms . 
Enclosures 2 
P. S. The dealer who handles our line of equipment in your 
city is Henry R. Dietman, 360 Main Street. 
200 Prob. 9 The final par agraph is a postscript that is to be begun on the second 
Par. 2 line below the word Enclosure. It need not be preceded by the letters 
P. S. that are sometimes added to indicate a postscript. 
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ADDRESSING THE ENVELOPE 
Insert the envelope into the typewriter so that the left edge of the 
envelope will be against the paper guide. Type the first line of the 
address approximately 2 inches (12 lines) from the top of the envelope 
and approximately 2% inches (25 pica spaces or 30 elite spaces) from 
the left edge of the envelope. These measurements will usually give 
the correct placement for an address of average length when the ordi-
nary business envelope (3% by 6% inches) is used. 
At least three lines should be used for an envelope address. If no 
street address is given, type the names of the city and the state on 
separate lines. Double-space all three-line envelope addresses. When 
four or more lines a r e used in an address, single-space the address. 
Three-line addresses for envelopes should be typed with double spac-
ing even though the letter is s ingle spaced. This practice ensures 
greater accuracy in the handling of mail by postal workers. When 
four or more lines are used for the envelope address, single-space the 
address. Always use at least three lines for an envelope address. If 
no street address is given, type the names of the city and the state on 
separate lines. The city and state names should be separated by a 
comma when they are typed on the same line . Never use City in the 
place of the ~orrect name of the city. 
The attention phrase may be typed on the line following the company 
name, or it may be placed in the lower left corner of the envelope. 
In Care of, or the special symbol c/ o, should be typed in either of the 
positions for the attention phrase. If space permits, it is better to 
spell out In Care of. Never use the sign %. 
Insert the envelope into the typewriter so that the left edge will be 
against the paper guide. 
The first line of the address should be typed approximately 2 inches 
(4 triple spaces) from the top of the envelope and approximately 2% 
inches (25 pica spaces or 30 elite spaces ) from the left edge of the 
envelope. These measurements will usually give the correct placement 
for an address of average length when the ordinary 3% by 6% inch 
business envelope is used. 
When using a large envelope, 41/s by 9% inches, type the first line of 
the address 2Y2 inches (5 triple spaces) from the top of the envelope 
and 4 inches ( 40 pica spaces or 48 elite spaces) from the left edge of 
the envelope. 
307 1 It is not good form to use symbols in addresses on envelopes or letters. 
Do not use the symbol "%" for "In Care of" when writing 
an address. 
244 Prob. 5 On envelopes, spell Street and Avenue in full. When Street, Boule-
vard, or Drive I S not given, the word Avenue IS understood and 
should be used when typing an address on an envelope or the inside 
address on a letter. 
307 4 Words printed in italics may be underscored when typewritten. 
Miss, Mesdame§, Mr., and Messrs. are proper forms of 
address to use. 
265 Line 13 The address of the writer should be put on the front of all envelopes. 
44 
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TYPEWRITING STYLE MANUAL 
FOLDING AND INSERTING LETTERS INTO ENVELOPES 
Techniq ue 
Study ORDINARY BUSINESS ENVELOPES 
Fold the lower edge of the paper to within a half inch of the top edge 
of the sheet; fold from the right to the left, making the fold approxi-
mately one-third the width of the sheet; fold from the left to the right, 
making the fold slightly less than a third of the width of the sheet 
leaving a half-inch margin at the right in order that the letter may 
be opened easily. 
Insert the letter into the envelope in such a way that it will be in i ts 
normal reading position when it is removed from the envelope. The 
last fo ld of the letter is under the thumb, and t he left-hand creased 
edge is inserted into the envelope first. 
WINDOW ENVELOPES 
Window envelopes have transparent cutout opemngs in the lower cen-
ter through which the address typed on a letter, a statement, or an 
invoice can be seen. Such envelopes may be used for invoices, monthly 
statements, or 1·egular correspondence. 
In the fo lding of correspondence for the window envelope, the im-
portant thing is to keep in mind that the complete address must show 
through the window in the envelope. F old a full-page invoice or letter 
from the top clown fully two thirds the length of the paper; then 
fold back the required distance to make the address come to the cor-
rect position. Only two folds are usually necessary for a paper that is 
to be inserted into a window envelope. Fold a half sheet through the 
center, keeping the typewritten side on the outside. I nsert the paper 
into the envelope with the address toward the front. 
FOLDING FOR THE LARGE ENVELOPE 
Only two folds are required for the large, or legal-size, envelope. Fold 
the lower end of the letterhead upward about one-third the length of 
the paper; fold the top edge of the paper down to within one quarter 
of an inch of the lower fold . It is permissible to extend the last fold 
beyond the edge of the first fold, and thus to bring the top of the 
paper down so that it extends about one quarter of an inch over the 
first fold. When this method of folding is used, it is better to make 
both folds upward, allowing about one quarter of an inch to extend 
beyond the last fo ld. 
SEALING ENVELOPES 
244 Prob. 7 Stack the envelopes with t he addresses face clown and the gum med 
surface of each flap exposed. A large number of envelopes may be 
stacked in this manner ready for hand sealing. Lay a ruler or weight 
on the envelopes to hold them firmly as you moisten the gummed sur-
face with a damp sponge, unless you have a sealing device commonly 
used in offices. Seal five or six envelopes; then lay these f ace clown 
on the table and press them firmly with your hand. 
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TYPEWRITING STYLE MANUAL 45 
THE PERSONAL LETTER 
The use of the typewriter for personal correspondence has the ap-
proval of the social arbiter, Emily Post. Mrs. Post says that all let-
ters may be typewritten today except the most formal note, at the 
one extreme, and the most private note, a t the other. Penwritten 
social notes may be elated below and at the left of the signature. When 
notes are typed, however, the elate is p laced approximately 2 inches 
from the top of the paper and is spaced so as to end at the right 
margin of the letter. 
The return address may be omitted from the personal letter when i t 
is certain that the friend to whom the letter is sent knows the address 
of the writer. 
The inside address may be omitted from the purely personal letter. A 
colon may be used after the salutation in all types of letters. It is 
also correct to use a comma after the salutation in personal or social 
correspondence. 
If punctuation marks are used at the end of special lines in the letter, 
such as the date line, the salutation, and the complimentary close, the 
punctuation is said to be close. If punctuation marks are omitted, the 
punctuation is said to be open. 
76 Ex. 50 Start each line of the heading slightly to the right of the center of the 
page so that the right end of the lines will be about even with the 
right margin of the letter. The first line of the heading contains 
the number of the house and the name of the str eet; the second, the 
names of the city and the state ; and the third, the date. 
211 
Leave 8 spaces between the date and the salutation and also between 
the complimentary close and the inside address. (The usual inside 
address is placed even with the left margin approximately 8 spaces 
below the complimentary close.) 
TELEGRAMS 
PREPARATION OF THE TELEGRAM 
Type telegrams wi th double spacing. - Type a small x in the space pro-
vided on the telegraph blank to indicate the kind of senice desired. 
The salutation and complimentary close, which are used in a letter, are 
omitted in telegraph messages. 
In typing the address, r emember to include all information that will 
aid in the prompt delivery of the message. A telephone number may 
be given if the addressee does not live in an area where prompt de-
livery is made by messenger. An attention line may be used below 
(never before) the company name without extra cost. " Personal,'' 
" Care of," " Will call," or some other delivery directions may be 
included without charge. Do not use " Mr. " before a name in a tele-
graphic address. It is not sent, as it is so often confused with "Mrs." 
"Miss" or "Mrs. " will be sent. 
The sender's telephone number or street number should be typed in the 
lower left corner of the blank unless the sender is well known to the 
telegraph company. (If the address is signed immediately beneath 
46 TYPEWRITING STYLE MANUAL 
Technique 
Page Study 
211 the signature, it is sent and charged for.) If the telegram is signed 
with a company name, type the dictator's and transcriber's initials 
in the lower left corner of the telegraph blank. These initials are not 
transmitted by the telegraph company, but they are desirable for 
reference on the file copy retained in the office. Also include in the 
notation material in the lower left" corner of the blank whether the 
message is Paid, Charge, or Collect. If the telegram is signed with an 
individual's name and the charge is to be made to a company, the 
company's name should follow the word ''Charge.'' Some telegraph 
blanks provide a special line at the top of the blank for the name of 
the person or company to be charged . 
. A billing copy of each telegram is required in many offices. This copy 
is usually kept in a separate file and is used for checking the monthly 
telegraph bill. After the check has been made, the billing copies are 
destroyed as the file copies will be found in the proper folders. 
Telegraph companies make no charge for the addition of the words 
Wire reply by or Reply by. 
210 The kind of telegraph service to be used is determined by the urgency 
and the length of the message. Commonly used services : Telegram, 
or Fast Telegram, Day Letter, Night Letter, Overnight Telegram. 
LETTERS OF CONFIRMATION 
211 It is often advisable to confirm a telegram. · This may be done by mail-
ing a copy of the telegram to the addressee or by writing a letter of 
confirmation that quotes the message in full. The letter of confirma-
tion not only provides a check on the accuracy of the telegram but 
also provides an opportunity for the writer to present information in 
addition to that which was given in the telegram. 
215 
TYPING ON POSTAL CARDS 
Postal cards are used frequently to send routine acknowledgments, 
announcements of meetings, or other impersonal messages. The spac-
ing used is determined by the length of the message. The style of 
address on the front of the card is the same as that used on an 
envelope. 
Government postal cards are 3~ by 5¥2 inches. Fifty-five horizontal 
pica spaces and 20 vertical lines represent the total space available. 
After allowing for the necessary margins, not more than 50 horizontal 
pica spaces (60 horizontal elite spaces) and 17 vertical lines are left 
for use. 
Before typing a message estimate the length of the message and 
adjust the margin stops so that there will be no danger of writing 
beyond the margins of the card. To produce neat work, place the 
edges of the card under the paper clamps or the envelope guide. 
The return address and the current date should be typed in the upper 
right-hand corner on the message side of the card. Omit from this 
side of the card the address of the person or the company to whom 
you are writing. The salutation and the complimentary close may be 
omitted if it is necessary to save these lines for the message itself. 
Use single spacing on postal cards except when the message is very 
short. Double-space between paragraphs. 
-· 
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Technique LEGAL DOCUMENTS 
Study 
Legal Documents: Most legal papers are typed with double spacing on 
legal paper 81;2 by 13 or 15 inches with left and right ruled margins. 
Type within these vertical lines, leaving two or more spaces between 
the ruled line and the typing. If the paper does not have vertical 
rulings, set the margin stops for a 1lj2-inch left margin and a 1;2-inch 
right margin: The first line of typing should begin about 2 inches (12 
single spaces) from the top of the paper. The first page is usually 
not numbered, but subsequent pages are numbered in the center at 
the bottom of the page. 
Endorsement : Legal documents may be bound in a manuscript cover 
or backing sheet, a sheet usually slightly heavier and about 1 inch 
wider and +Y2 inch longer than the sheet on which the document is 
typed. On the cover is typed information concerning the contents of 
the document. 
Preparation of the Backing Sheet : At the top of the backing sheet 
make a fold of approximately an inch. Bring the bottom edge even 
with the top edge. Crease the fold neatly. Place the bottom edge of 
the last fold even with the top of the sheet and crease. (Type on the 
fold facing you.) Unfold the last fold, insert the backing sheet into 
the typewriter, and type the endorsement. 
P lace the typed pages under the inch fold at the top of the backing 
sheet, and bind them, placing an eyelet at each side, about a half inch 
from the top and an inch from the sides. 
284 Con. Prac. In legal papers spell out sums of money; write figures in parentheses. 
I agree to pay the sum of Three Hundred Ten Dollars ($310). 
When figures are inserted before the word Dollars, omit the sign. · 
I agree to pay the sum of Three Hundred Ten (310) 
Dollars. 
'' And/ or" is an expression used to denote both or one of two factors. 
52 
ENVELOPES (CHECK SIZE) 
Insert the envelope into the machine so that the 
edge of the envelope will be a gainst the paper guide. 
The first line of the address starts approximately 
2 inches {12 spaces) from the top of the envelope and 
approximately 2 1/2 inches (25 pica spaces or 30 elite 
spaces) from the left edge of t he envelope. These 
directions are for the ordinary business envelope 
(3 5/8 by 6 1/2 inches) 
At least three lines should be used. If rio street 
address is given, type the names of the city and the 
state on separate lines . DOUBLE-SPACE all THREE-LINE 
enve lope addresses. ~men FOUR or more lines are used 
in the address, single-space the address. 
THREE-LINE ADDRESSES for envelopes should be 
typed with double spacing even though the letter is 
single spaced. This makes it possible for postal 
workers to render greater accuracy in handling mail. 
When FOUR OR MORE LI"NES are used, single-space the 
address. Always use at least three lines for an en-
velope. If NO STREET ADDRESS is given, type the names 
of the city and the state on separate lines. The city 
and state names should be separated by a comma when 
53 
ENVELOPES CONTINUED 
they are typed on the same line. Never use CITY in the 
place of the correct name of the city. 
ATTENTION PHRASE may be typed on the line follow-
ing the company ~arne, or it may be placed in the lower 
left corner of the envelope. 
CARE OF, or the special symbol c/o should be typed 
in either of the positions for the attention phrase. 
If space permits, it is better to spell out I~ CARE OF. 
wever use the sign %. 
LARGE ENVELOPE 
The large envelope measures 4 l/8 x 9 l/2 inches . 
The first line starts 2 l/2 inches (5 triple spaces) 
down . 
Indent 4 inches (40 pica spaces or 48 elite 
spaces) from the left edge of the envelope. 
/ 
STUDENT & DAVIS CO. 
ORCHARD ST. 
BELMONT, MASS. 
March 15, 1948 
Mrs. John Jones 
21 East St. 
Lexington, Mass. 
Dear Madam: 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxx 
Very truly yours 
Manager 
ED:?? 
Booklet 
P.S. xxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxx 
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STUDENT & DAVIS CO. 
ORCHARD ST. 
BELMONT, MASS. 
March 15, 1948 
Mrs. John Jones 
21 East St. 
Lexington, Mass. 
Dear Madam: 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxx 
Very truly yours 
Manager 
ED:?? 
P.S. xxxxxxxxxxxxxxxxxxxxxxxxx 
• 
xxxx 
\ 
" 
STUDE~T & DAVIS CO. 
ORCHARD ST. 
BELMONT, MASS . 
Mr. John Jones 
21 East St. 
Lexington, Mass. 
Dear Sir: 
March 15, 1948 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxx 
ED:?? Yours truly 
Check 
P.S. xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
56 
S'rUDENT & DAVIS CO. 
Mr. John Jones 
21 East St. 
ORCHARD ST. 
BELMONT, MASS. 
Lexington, Mass. 
My dear Sir: 
March 15, 1948 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxx 
Yours truly 
ED:?? 
Check 
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Sample Transcription~/ (Step one.) 
Dear Sir: The day was too rainy and dreary and I could 
not meet you at the market. At what other date can I 
meet you and where? 
Yours truly 
!/ Alice Margaret Hunter, Graded Readings in Gregg 
Shorthand . The Gregg Publishing Company, Boston, 
1930, p. 7. 
60 
Sample transcription.!/ (Step two.) 
, 
Current date 
Dear Sir: 
can you make me a dark-red hat with tan trimming? 
Make me a rainy-day hat, too. Get them here without 
delay. 
Yours truly 
1/'Alice Margaret Hunter, Graded Readings in Gregg 
- Shorthand. The Gregg Publishing Company, Boston, 
1930, p. 7. 
61 
Sample transcription~/ (Step three.) 
Current date 
Mr. John Brown 
34 Orchard St. 
Belmont, Mass. 
Dear Sir: 
I am happy to hear .that you liked the goods that 
I shipped you in March and that your sale is going well. 
Business here with me is very slack between seasons, 
but I feel that a change will come soon. 
If you have any schemes for getting more business, 
let me hear what they are. 
Yours very truly 
ED/15 
1/ Alice Margaret Hunter, Graded Readings in Gregg 
Shorthand. The Gregg Publish~ng Company, Boston, 
1930, p. 7. 
r·· . . 
. • <.. 
Sample transcript!/ (Step four.) 
BLANK & DAVIS CO. 
ORCHARD ST. 
BELMONT, MASS. 
Mr. Edward Perry 
Connelly, Florida 
Dear Sir: 
May 3, 1948 
I have received notice that you have 
a note against me. 
I can hardly meet this note at this 
time. It has been very hard lately to 
collect from people owing me. I think I 
can safely say that I can easily pay it in 
another month if you can let me have a lit-
tle more time. 
Yours truly 
BLANK & DAVIS CO. 
ED/15 
62 
!/ Edith V. Bisbee, Dictation For Beginners. 
The Gregg Publishing Company;-Boston, 1930, 
p. 32 
Sampl e transcriptl/ (Step five.) 
BLANK & DAVIS CO . 
ORCHARD $ 1r. 
BELMONT, MASS . 
Mr. Bruce Walker 
Wheeling 
West Virginia 
Dear Sir: 
May 24, 1948 
We have gone over your report of May 19 
with some care. We can hardly accept this 
report and take any a ction on it until we 
have r e ceived f urther word from our home of-
fice. 
It is always our duty to bring matters 
of this nature before the officials of the 
company before we can take any action. 
Yours truly 
BLANK & DAVIS CO. 
ED/15 
63 
fl Edith V. Bisbee, Dictation For Beginners. 
The Gregg Publishing Company , Boston, 1930, 
p. 32 
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l. 11 Be lclndn, Rhe sa:~d, '1o.1d people wilJ like you. 11 
2. O:c-ler 10 . 316 fo1• R.I-1 "V~hite Co" of Bosto1, corner. 
~- Important Rul l o ~irl' s Hnd lady's suit~. 
·~ 
8. 'l'he rc. o~tl L1 t,Nelve by fif't :::c ,, t'eet. 
t l.,;;_:, ~~ ... .X t ht~ l.r· . 
I i 1 
.. f (, DJil. ., it':5 \· e .. :t Place, 1.· ·l.l"Jp:t 
I , 
·~ 
' ' · ~ 
I • 
'. 
:1.0. f:e ·nd ;,::5.00 to your brother. 
16. Did Mary recleve your check? 
65 
37. ~ill you please fill in and 8end the enclosed card 
to us before Februa ry 8? 
18. The la8t twc week'. orders have not been filled 
due to a strike f:-1t our Cleveland mill . 
19. If y·Ju are interested in our line of good. 
pleaae give uB a telephone·call. 
